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Creating a Requisition

Background Essential background information on this topic includes the following:

Information e This document covers the process of creating a requisition. During
the necessary steps involved it will also cover reacting or
responding to a requisition received from a customer agency. In
most, if not in all situations, YOU, the Procurement Officer (PO) will
be the customer agency user as well. SPIRIT was programmed to
allow the customer submitting the requisition to play a role in
reviewing and approving solicitation documents. The requisitions
for Statewide contracts are, the majority of the time created by the
Procurement Officer (PO). This necessitates your playing both
roles.

e The receipt or creation of the requisition is the first step in the
procurement process within the Spirit system. Once received or
completed, the process calls for creating a Procurement Plan or
PP. The PP then becomes the document that links the
procurement in all its stages.

e The PP will be the first document that you will need to submit to
the customer for approval. Once you submit to the customer, you
will need to go back into the PP and submit to the PO for approval.
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This document will take you through the steps involved in creating and viewing a requisition.
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After logging in to the Spirit system, Click on the _ tab to open the menu

options for all things requisition related. The requisitions tab will expand to include the

options below.

0TI L
Your mire locpadd in gs
Fate Mahnks

Create Requizition
Wy Requisitions
All Requisitions

My Procuramant
Plans

%h&ﬁdn

Help

Welcome fto SPIRIT
The Arizona State Procurefirent Office (AzS5P0

Faga Inadad on 08182003 &t 035508 PM

The Arizona State Procurement Office (AzSPO)

The Arizona Department of Administration, State Procurement Office, is
the central procurement authority for the State of Arizona. Procurement is
managed through the development of policies, training, and agency
delegations. We also establish and administer statewide contracts for
state agencies and political subdivisions. These contracts are established
from individual requests and focus-group activities with the State agencies
and participating memkbers of the Cooperative Purchasing Partnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, cities, school districts and qualified not-for-profit
argenizations.

To view your requisitions received from a customer or created by you, Click on the

My Requisitions .,

The Spirit system will notify you via e-mail when a new requisition is received.

Click on the AllRequisitions , 1 view a list of all requisitions received by everyone
included in your Government Entity (GE).

Click on the My Procurement Plans
begun (draft) or published.

As you will see later in the training, everything in the process is tied to this document.

To begin, we will create a requisition.

Click on the Ereate Requisition tg5p
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SPIRIT: New Requisition
Requisition #:ADSM-5QJUWE

Page loaded on 0 103 at 02:56:12 P,

e = Required Field

Document Information 2
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

Note % Any fields with the red dot are mandatory or required fields.
This first row of fields contains:
Requisition #: the Spirit system assigns a number to the requisition at its creation.

Solicitation #: status at this point is TBD or To Be Decided. The Spirit system automatically
assigns this as well when the Procurement Plan is created. However, its assigned number
will not be viewable to users (including yourself) until the Procurement Plan is complete.

Contract #: status at this point is the same as Solicitation number. This will not be assigned
until a contract has been created. The format will follow the same format that the State
Procurement Office has for a number of years now, ADXXXXXX . Strategic Contracts will
have a different acronym, but the same format. Each supplier awarded will have a
designation of -1, -2, -3, etc.
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SPIRIT: New Requisition
Requisition #ADSM-5QJUWE

Fage loaded on 08 003 at 03:56:12 PR,
e = Required Field

Document Information | %
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

This next row of fields lists the person that created the requisition.

Note that the name of the person is a link. You may click on any links you see in the Spirit
system to view relevant information for that link. In this instance the link brings you to the
requisition creators profile, which contains their contact information, etc..

Date Created: Is the date the requisition was created in the Spirit system.
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SPIRIT: New Requisition
Requisition #:ADSM-5QJUWE

Page loaded on 0 103 at 02:56:12 P,

e = Required Field

Document Information 2
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

Gov't Entity: defines the Agency or office the creator of the requisition is assigned to. This
link may also be clicked on to view address information as well. When in a government entity
profile, you will be able to view users profiles of those assigned to that office, by clicking on
their links in the government entity profile.

PO assigned: is the Procurement Officer that the requisition will be assigned to. The Spirit
system assigns requisitions by commodity code. The PM or Procurement Manager for a
particular PO has the user rights that allows for the reassignment of any requisition
(reassignment functionality is first available at the Procurement Plan), whether the
reassignment is due to workload or the requisition did not reach the appropriate PO. The PA
and Spirit Administrator have this functionality as well.

This particular requisition has not been assigned due to the fact that it has not had any
commodity codes assigned to it yet. That takes place during the line item creation phase.
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SPIRIT: New Requisition
Requisition #ADSM-5QJUWE

Fage loaded on 08 003 at 03:56:12 PR,
e = Required Field

Document Information | %
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

The fields in this row track the various statuses of the requisition.
Process Status covers the entire procurement process status.

Status, tracks the status of the document you are viewing or working on.

Ship To Address

o Address:  [100 MNorth 15th Avenue
|Suite 104

o City: Phoenix ° AZ | @ Zip:[ss007

State: [
@ County: Maricopa -

Ship To Address loads from the requisition creator’'s government agency profile. If the Ship to
is a different location, they can type in the appropriate location.
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These next screens will break down the various types of requisitions you can create/receive in
the Spirit system.

Click on the drop down menu E, to select the requisition type.

Note the options

Furchase j

Furchase
[Off Cantract
=ole Source
Emergency
Competition lmpractical

The Purchase requisition routes to the PO for action.

The Off Contract purchase requisition routes to the PO for recommendation. When
complete it routes to the PA or Procurement Administrator for final approval/rejection.

The Sole Source requisition, like the Off Contract requisition routes to the PO for
recommendation. When completed by the PO it routes to the PA for final approval/rejection.
The Emergency requisition routes directly to the PA for approval/rejection. If approved within
the Spirit system, it will then route to the appropriate PO by commodity code for action.

The Competition Impractical routes to the PO for recommendation. Upon completion it
routes to the PA for final approval/rejection.
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Created on 6/25/2004 2:05 PM Procurement Officersand SPIRIT 1.5

W AcOs 111 - Aufensted e ement Sysiem - Sl el D 18l =]

Fle Bt pen Pavetes Tah el

R 1 I M- el el e I = B

Andebens [ b e g o Bl stcra PR TR vt

=SPIRIi

Auttrmated eprocimemend Spiteen

» Type: 0l Conienci =] TomlEst §. =
Price:

« Requested By [- ZI[- 2 =

Drate:

+ Background of Situation\Need

# Justification

1 Eelg e -5

Supplior#  Suppler Nam
] peme ' 5 ol reman
[ TR PRy - T ryrrrv=rrr— Emelli OENERERT
Each of the requisition types other than Purchase requires the fields included above. Each
wraps the characters typed, so if additional space is needed, the user can just keep typing.
Also, as with many documents in Spirit, they may attach any files necessary.

The Purchase requisition only requires a Short and Full description.

The Spirit system loads the fields necessary dependant upon the type select.

The Purchase requisition will be used for the purpose of this section

From the Requisition Type drop down menu Click on Pyrchase
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From the drop down menu El the Requested By Date is selected.

This date represents the date by which the customer (remember, you will likely be playing
that role as well), would like the procurement completed.

A brief description of the requisition must be typed in the Short Description field. A longer,
more definitive description is typed into the Full Description field.

Both the Short and Full Description language entered will be used as criteria for searching
for the various documents in the Spirit system.

Suggested Suppliers 7
Al | Remaowve || Searu:hl

Supplier#  Supplier Mames

Comments:

=
[ -

The Suggested Suppliers section allows for the inclusion of additional suppliers to the
solicitation beyond those selected by the Spirit system by commodity code.

The Spirit system does not select the suppliers until the price sheet has been created in the
solicitation draft.
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The auto selection of suppliers is also dependant upon what type of requisition is created.
Purchase - selects all suppliers by code

Off Contract - allows for the use of a supplier listed in the requisition, added in the
solicitation draft or the auto selection by Spirit

Sole Source - does not generate a supplier list and uses the supplier included in the
requisition or solicitation draft

Emergency - does not generate a supplier list and uses the supplier included in the
requisition or solicitation draft

Competition Impractical - does not generate a list and notifies the supplier listed in
the requisition, however, the solicitation itself is viewable and respond able by other suppliers
if they access it in the All Solicitations list available to them. Again you may also add the
supplier at the solicitation draft stage.

NOTE The Spirit system does not generate a suggested supplier list for RFQs. Each
supplier must be selected from the database.

ADDING SUPPLIERS
The various methods for finding and adding suggested suppliers will now be covered

Best practice when searching for anything in the Spirit system is to use the wildcard in your
searches. The wildcard tells the search engine to search for your criteria with anything that
follows it. The Spirit system uses an asterisk * as the wildcard. Example: Joe* the results of
which would be all suppliers starting with Joe.

Suggested Suppliers 7
Add i Eemove || Search |

Supplier#  Supplier Mame

Comments:

| B

One way to select suppliers is by clicking on the i

containing the entire Spirit database

Add

button. This will open a window

Click on the button
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The above SPIRIT: Suppliers window will open displaying the list.

Scroll down through the list. To select a supplier, click within the checkboxI . You then scroll

to the bottom of the screen and Click on the 2l button to select those suppliers
checked or cancel. The supplier(s) selected will now be listed in the area as designated by
the red X in the image on the next page

Suggested Suppliers 7
A Femaove || Search |

Supplier#  Supplier Name
X X

At the bottom of the search results page, you may also Click on the N€Xt Documents -->

and =-- Previous Documents |inks to continue going through the list. By doing this
though, none of the suppliers you may have placed a checkmark next to will load into the
requisition

Suggested Suppliers 7
Add | Femove |J* Search |

Supplier#  Supplier Mame

Another option is to type a known supplier name in the search field then click on the

S2areh | button. Or you may type in a partial search. J* the beginning of a known name

with the asterisk * as a wildcard.
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The results of which will open the same window with suppliers listed that match the criteria.
You would then scroll through the list and select the supplier(s) you are looking for, as done in
the previous example.

Note When searching, you may also enter search criteria in the Search Results window
search field and continue your search from their. See image below

/3 SPIRIT: Search - Microsoft Internet Explorer o ]

SPIRIT: Search Results

|»

Page loaded on 0 002 at 035754 PM.

[>OOCK Search |

5 Documents Found

Name Address Business Org MBI
Type Structure
. Small
: : Arizona :
I~ Jdimmi , Business
. , 16 Sixteenth St Corp. R
Gizma's Ploostan HI, 88ggg  nolesaler o cding  Minority
Zizmos Nor-Profit Own_ed
Business
Small

Business ~|

To remove any selected suppliers:

Click on the ml button.

A window like the one you used to select suppliers will open with a list of those you selected.

Place a checkmark in the checkbox I to the left of supplier(s) you wish to remove, scroll to
the bottom of the screen and Click on the OK button.

Note The Comments window is not mandatory however, you may make any comments you
feel is necessary regarding the suppliers added.
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LINE ITEMS

We will now cover adding line items. Like Azpix, the supplier database has appropriate
commodity codes selected by the suppliers when they registered. Clicking on the Select
button will open a window with all codes in the databases. You would scroll through this as
demonstrated previously with the Suggested Suppliers. Selecting the desired code is
different in that you Click on the commaodity code link to select it, rather than clicking in the
checkbox.

Or you may enter written criteria in the Search window (example, tire*) and Click on the
Search button.

Or you may enter a known or partial code and Click Search.

Remember, for best results use the wildcard *

First we will go the laborious route, which opens the database listing all commodity codes.

Click on _Search |

| ) i it tudl £ s sins =i 1ml] s mentisned. the entire bt alE =l
‘apens. Like the Suggesied

| |Buppliers, ysu muy pype search
erfaria hare and click saarch,

.'!ip'liﬁ ']IE
W 5 AFaniime Sardhlsitons
g Commodity Code [temn Description

e B |
Index. PCA AY Comp Obj
] [ = I_P_

m Save as- & Oraft ~ Comnolete |

i) Pere BN

W ) & || e dbered sprkcon, | @008 STt | [ Retpe apirttent g Fmils DRENYEEDE cmm

As mentioned, the entire list opens. Like the Suggested Suppliers, you may type search

criteria in the search field within the list and click Search .

Note

The code is a link 8021-0045  This is how the commodity codes are selected. Just
click on the desired code, Spirit will close the commodity code window and load the
code into the requisition. If you wish, you may click on the Close button or click on
Previous or Next Documents to continue through the list.
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Clicking on 0031-0045 loaded the code into the Line Item section of the requisition as
displayed above.

Even though the code is listed, it is not completely linked to the line item until you click the
ADD button below, which you will see further on in the process. There are a couple more
steps to be taken yet.

Another means of searching is by typing a known or partial code in the Search field. If the
new code is selected, it will replace the one presently showing on the screen.

If you were to type 0070* in the search window the results listed would be all codes with 0070
as the commodity class and those with 0070 as subclass.

Note the results. The search was done using 0070. The codes returned were those that
contain 0070 anywhere. It could be as the first one is; the sub-class or 0070 could lead as
the commodity class.

To further refine the search, the wildcard comes in to play:

*-0070 would result in the refinement being codes with 0070 as subclass

0070-* would result in the refinement being commodity the commaodity class of 0070
and its subclasses.

Note that a dash or hyphen was used at either end. That is a further definition of the criteria
as it is a separator of commaodity and subclass.
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The above screen shot reflects searching for a specific commodity code. This is the more
likely way we would use this functionality as many may search out a commodity code(s) prior
to creating a requisition.. Simply type in the code, in this instance | used 0070-0018 and

clicked on search. The code is the only result of the search.

As mentioned previously, if you selected one of these codes it would replace the code
presently loaded into the requisition.

When you reach these areas familiarize yourself with various ways to search. Practice makes
perfect.

By this point, you may have wondered how you include additional commodity codes if each
time you select one it replaces the other. The answer if you haven't guessed it is that once
you complete a line item by filling out the rest of the information and ADDing it, it is locked in.
You would then proceed to include additional line items to further define your target
procurement.

The only way to replace or change a commodity code selection once it has been ADDed is to
delete the line item in its entirety.

More on that later.
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Select a Unit of Measure from the drop down menu.
Type in the appropriate quantity, then Type in an Estimated Unit Price.

Obviously this is only an estimate. However, as it now when a customer creates a requisition
it is the total estimated price that factors into to which procurement method is used. FYI: this
fields accepts numerals and decimal points. It also allows for four decimal places

Commodity Code Item Description

Commodity Code ltem Description
| Add

This area might be used by the customer to further define the commodity code and subclass
selected. At the time of solicitation price sheet drafting you will be selecting down to the
commodity code item level.

Each line item created in a solicitation will have to be brought down the item description level.
These will have to be created ahead of time for a given solicitation. If the customer breaks it
down for you, it may give you a better idea of how to describe it.

However, in most if not all instances, you (the PO) will be the customer as well since you will
be creating your own requisitions for Statewide contracts.

For Commodity Code Item requests see “Creating a Commaodity Code Item” request following
the section for creating a Supplier Information Request.
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Once you have entered all Line Item relevant information Click on the e button

LI# CC CC Description UOM Gty EstUnitPrice ExtPrice

Iotor Scooters
and Trucksters,

Engine Driven
1 0070-0018 (ncluding all Each 10 $1000000 $100,000.00 Reme|

Terrain
Wehicles)

Above is how the line item will appear in the requisition once you have added it. Note the

M button. Clicking on it will delete the line item created in its entirety.

Note that the commaodity code is a blue link. Clicking on it would open the window below
allowing for the editing of UOM, Qty, Est Unit Price and commodity code item description.

2} SPIRIT: Requisition Line IE — O] =]
Y

Requisition Line ltem

Commaodity Code:
Q070-0018 - Motor Scooters and
Trucksters, Engine Driven {Including all
Terrain Yehicles)

Commaodity Code Description:

IOk ity Eoi Uit ExiEicE
Frice

|Each  ~|fi0 [s$70000.00 §
100,000.00

Submitl Cancel | Resetl

-
4| I

Make the available changes and click on Ml If you don’t wish to make changes click
on the ﬂl button. Any changes you make can be ﬂl by clicking on that button.
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[Requistions | Price
Select | 0070 Egarch [~Bema-=] | [
Commodity Code Item Description
| Add
LiF CC CC Description UOM Oty EstUnit Price  Ext Price
‘-I. d :. ! 0 I.E.’
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Add | Ramoe
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A completed line item will resemble the image above

ATTACHMENTS

Attachments 7

Add | Remowe |

None

The Attachment functionality is much like that, with which we include files with an e-mail.

The customer or you may add several documents to the requisition, including the Scope of
Work or Specification prior to it's being submitted as Complete. If not, you will still be able to
attach either of those documents later during the solicitation draft stage.

When you do receive a Scope, you may want to save it elsewhere to allow for any editing that

may be necessary. Any documents attached to the requisition will be available for the
solicitation.

To include an attachment Click on ﬂl

Page 18 of 244 POPMPA Section One Unlimited



Created on 6/25/2004 2:05 PM Procurement Officersand SPIRIT 1.5

Al )
e i B N - 1
duleteeny || oo e a7 o Ropkc 2 A
|
MASGE SEO08RIS
[REqUISTons and Truchetors
! 00700018 SPONSDMEN gy 41 $9000000 $99000000 [Memse
Temain
Velucles)
PEoNcattons |
L -_"Aq_'_l Famir.e
| Froposals |
; _ MNone
(EvaMaToRe
il — Index PCA AY Come OB
PP — == l_L
Save az: ~ Draft ~ Complete
Subma l n.lﬁ.l!ll
Trexse pages are mainainad by the Arzona State Procursment Ofce =l
T ' ' 1L S
M ] I'HMM.. | @%acnsn: srmir - s, |[E Pman: Attach e - m TPy DN EEDT  cmm

The Attach File window opens. To locate the file, Click on Erowse...

Locate the file you wish to attach and Click onlﬂl. This will load the file into the
Spirit: Attach File window. Either double click on the file icon or Click on the Open button

W AcOs 111 - Aufensted e ement Sysiem - Sl el D

Fie Pt wew Fairte  Teoh  Help
R 1 I M- el el e I = B

Andebens [ b e g o Bl stcra PR TR vt

oA e 1 | OTR001E f;ﬂ_f;‘n'g‘:f“ Each 11 $9000000 §99000000 | Wesow |
[ REGUISTIONS | (i
Vatcles)

Attachments

Stress Scope.doc
| Soficiations |
[Proposals | Accounting Data
e aanone Index PCA AY Comp Obj
{ CONracts |

Ll — Save as: & Draft ~ Complete
| Search |

These pages are mantained by the Anrona Siate Frocursment Ofce
Flegase sand comments, suggsstions, or quesbons to the Sile Admerysiraioe
[ch 2003 State of Anzona Depanmeart of Administrahon_ Anzons State Froooement Ofics

- — SO
1100 5 || P e B alCSENEN T
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The file now appears in the Attachment section of the requisition.

Note: the time required for the document to attach is wholly dependent upon the size of the
file. For instance, if the file is six (6) mb in size it could take a few minutes to attach. Just be
patient.

To open for the purpose of saving or viewing Click on the filename link. This will open the
document. If you received the requisition, you would be able to do a Save As with this file for
further work and attach it during the solicitation draft stage, which will be covered later in the
process.

Close it by clicking on the windows X

To remove any file attached to the requisition, Click on the MEJ button. A smaller
window listing the documents attached to the requisition will open. Each file will have a
checkboxl  to its left. Place a checkmark in the box of the file you wish to remove then click
OK.

Clicking on Submit will save the requisition as Draft, as the Spirit system default is set at draft.
If the requisition is Complete, change the Save as: to Complete and Click Submit.
Once submitted as complete, you will no longer be able to make any changes to the

requisition. However, if any additional line items or commaodity codes are needed, they may
be added at the Price Sheet draft stage of the solicitation.

Accounting Data

Index PCA AY Comp Obj
[ [ [ [

Save as: # Draft © Complete

Submit i Reasat i

Note The Accounting Data section is not a functional part of the Spirit system at this time;
however, information may still be entered.

Once submitted you end up in your My Requisitions area of the Spirit system.

NOTE: SPIRIT assigns and routes requisitions based upon commodity code. Once you have
submitted the requisition as complete and are routed to your My Requisitions area look to see
who the requisition was assigned to in the PO column (see image next page). If the
commodity code used is not assigned to you, the requisition will not be assigned to you.
Procurement Managers (PM) can change the PO assigned at the next step in the process;
the Procurement Plan (PP).

SPIRIT could also assign the requisition to a Procurement Manager (PM) if there is a conflict
with regard to commodity code assignment.
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Procurement Plan

Background Essential background information on this topic includes the following:

Information ¢ A Procurement Plan has to be created for every requisition that

initiates a procurement in the Spirit system.

¢ All documents in the solicitation process are tied to the
Procurement Plan dates

e Since performance is linked to dates met, you will want to identify
the dates to be met as best as possible. The system tracks the
variance in days.

Before You Before beginning the task, obtain the following information:

Begin e You must have received or created a requisition prior to creating a

Procurement Plan (PP). The link to create is only available in that
document.

¢ As mentioned previously. If you have created the requisition for a
solicitation that you must do; you will be the Procurement Officer
(PO) and Customer. This does not require your logging out and in

again.
| L
. f‘*‘”&?g“‘,,%‘;’,,‘*;‘gg 85 SPIRIT: How to Create a Requisition
- TR (7 Requisition #:ADSM-5QJUWE
[ REYUISITIUNS | Complete
I B 204
Document Information
o nes on Create Procurement Plan
= Requisition ADSM- Solicitation #: TED Contract TED
LRTUpEUSaIS. #: 5QJUWE #:
Evalialions | Created By: Pete Mahnke/Arizona State Date 08M 82003
Fconfracts | Procurement Office Created:
= Gov't Entity: Arizona State Procurement PO Peta
L S— Office Assigned:  MahnkefArizona

State Procurement

| gt
| starch |
Office
i itoclgits Process Pending Procurement Plan  Status: Complete
Status:
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The Procurement Plan here on in referred to as PP is created from the requisition. Once you
have received or completed creating a requisition, the link to Create PP will appear at the top
center of the Document Information section of the requisition. To create one, Click on Create
PP.

The PP contains key dates in the procurement process entered by you that should be met
during the process. Your PP, once completed will be forwarded to the customer for their
review. If any dates selected by you are not acceptable to the customer, regardless of the
reason, the customer can change those dates. The PP then routes back to you the PO with
the changes and comments from the customer for your approval. Once agreement has been
reached by both parties, the PP can be published. If agreement cannot be made a happy
medium must be found. After the first few rounds, the PO has the user role authority to
publish the PP if agreement cannot be made.

REMEMBER, if the PO creates the requisition, you shouldn't have any difficulty agreeing with
yourself, however, you do still have to go through the process of Submitting to Customer for
Approval (you in this instance). Once submitted for approval to the customer, you return to
the PP, click on the edit icon and submit for approval back to the PO. Again, return to the PP,
click the edit icon, select Publish and click on the submit button.

A better understanding of the process should be found by the time you finish viewing this
section.

[

' FWPHL?JﬁS:#kI: = SPIRIT: How to Create a Requisition
- ERT G Requisition #:ADSM-5QJUWE

e Complete

_ Document Information
= : [=3] Create Procurement Plan
1= Reqguisition ADSM- Solictation # TED Contract TED
TTUpUSas #: 5QJUWE #:
| EvValiations | Created By: Pete Mahnke/Arizona State Date 08M 82003
[Contracts | Procurement Office Created:
. Gov't Entity: Arizona State Procurement PO Peta
—_— Office Assigned:  MahnkefArizona
| searchn | State Procurement
rﬁ Office
&&hlﬁﬂ;‘fl Process Pending Procurement Plan  Status: Complete

Status;

The Suspend button is used to do just that, suspend the requisition. The suspend
button was not available during the drafting of the requisition demo due to the fact that
it does not appear until the requisition has been completed.

The PO and PM have the authority to suspend a requisition for various procurement
related reasons. The PA has the authority to cancel the suspended requisition.

Once a PP has been started, the Create Procurement Plan link changes to View
Procurement Plan. It can then be accessed by clicking on that link when viewable or
by clicking on the My Procurement Plans under Requisitions at the navigation buttons
to the left.

Page 23 of 244 POPMPA Section One Unlimited



Created on 6/25/2004 2:05 PM Procurement Officersand SPIRIT 1.5

| LT

5*'*”;’;4“‘,\2?3:‘;: - SPIRIT: How to Create a Requisition
Il Requisition #ADSM-5QJUWE

-omplete

Document Information

| i

(8 e Create Procurement Plan

B= Requisition ADSM- Solicitation #: TBD Contract TED

| FTOposals | # S50JUWE #

| Evalualions Created By: Pete Mahnke/Arizona State Date 08182003

| ‘contracts | Procurament Office Created:

[ T Gov't Entity: Arizona State Procurement PO Pete

B Office Assigned: MahnkefArizona

search | State Procuremeant

| N Office
&ﬂ‘m&l#ﬂ Ijlgrm:ass Pending Procurement Plan Status: Complete

tatus:

Note the status of the procurement process as well as the status of the requisition.
The Process Status reflects the next step.

Status: field to its right reflects the status of the document you are viewing.
| LT

|Yep aislonued i e SPIRIT: How to Create a Requisition

Complete

Document Information

FeoTenation: [=>ICreate Procurement Plan

b= Requisition ADSM- Solicitation #; TBD ContractTED

| Proposals | #: 5QJUWE #:
Evalialions | Created By: Pete Mahnke/Arizona State Date 08M 82003

[ ‘Contracts | Procurement Office Created:

| = Gov't Entity: Arizona State Procurement PO Peta

L S— Office Assigned:  MahnkefArizona

State Procurement

|t-:1:t.1l'.:i.|.-
& Office
%‘kﬁ:li‘f& Process Pending Procurement Plan  Status: Complete
Status:

Once the requisition needs are understood (only necessary if you received from a customer),
you may create your PP by Clicking on the Create Procurement Plan link.
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T A SPIHIT - Autusnaled efrociennend Sysiem - Somssll T el s MIE |
Fie B #en Foaods Tmh feb

s -5 - DA D) Diews wtn Fross 3 e D 3

et e L R T ] P i
=SPIRIT;
Automated pProciresens Spiteen
Requisition ADSM- Solicitation TED Contract TED
# SQJUVE [ #
R Created By: Pete Mahnkelfrizona  Date DBM 82003
[ETOpteENs State Procurement Office Created:
[Evaliations | Requestor: Pets Mahnkelfrizona  Gevi Entity: Arizona State
e State PrnFummm@ Procurement Office
Process  PP:Pandin Status: Draft
CLL G i
| SEaich Requisition How to Create a Requistion
E! Title:
General Information
PO Assigned: Pete Mahnke/Arizona State Procurement Office
Help PM Assigned: Rex Mainfanzona P& Azsigned; Katherine
State Procurement Baboniz/Arizona State =1
d i D [ o
W] [ 208 G || ot et e |00 sy - bt SwPlc ASNMREEE o
Note You can return to the requisition by clicking on its link
Created By, Requestor and Gov't Entity are links as well
TFaroin el fifnensted efroeimennen? System - Sl el Depires e by ABOA LS. N =15 =1

Fle Bt wen Pavetes Tah el

o - 2 D) Qe (peein B F - 9 WD

L e p—e———— TR T 2| e [irte =

=SPIRI

Lot e e reeeed fyuiem

REQUISITIOT General Information
PO Assigned: PO AtSPO/Stale Procurement Office
PM Assigned: PM AISPO/State PA Assigned: PA AtSPO/State
Procuremeant Office Procurament Office
= Solicitation [FIRFP ~ IFE - RFQ (Cost) ~ RFQ
Type:
[ SONCHSTONS | ngcl ~ Agency « Mult-Agency
PropOSa Type: « Statewide

Procurement Dates .

Description (s = Plan Actual Variance
Modified)

» Solicitation Draft: FEFAF H
« Customer Review: FAARFAF =
"~ Solicitation Issued: F=F=F =

Salicitation ==l =4 PIA, MiA

«| Conference; == [- =] ~ AM ~ PM
—— —
{I;.".. i Gri 3 0 o i | ! gy — | - - |
LT I I R e e T | T re— by IOENEYREES T snwm

| CONracis |
Lol a— h
i — Requistion Received: 11/30/2004 1102872004 0
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Note
The information available in the General Information section in the image on the

previous page. None of these is a link

alElxl
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etk - = - G (2] )| Pieweh [affeie Foese J - 5T 8] [

Addn |t-:|m.'.=u-r-u 2. v Rl S PR e | R e ﬂ st e i

=SPIRI

Rttt Rt byt

Yiis B hggcﬁﬁ-."; = Tithe: =
PO Assigned: PO AtSPO/Stale Procurement Office
PM Azzigned: PM ALSP O/ State PA Assigned: PA AtSPOIState
Procuremant Offica Procurament Office
& Solicitation [FIRFP r IFE ~ RFQ (Cost) ~ RFQ
| Type:
| SOfCHations | « Conftract « Ageney © Mulbi-Agency
L | Tyee: © Statewide
Alucloo el | pescription (s = Plan Actual  Variance
e | | Modified)
Searcn | Requistion Received: 113072004 1172872004 Lt}
= Salicitation Draft: |
E] sies # Customer Review: FAF=IF =
"~ s Solicitation |ssued: FAF=F "=
Salicitation FaEFEAF 4 IR i,
deekpedio «| Conferance: [F=l[- =] =AM ~ PM
T e
banoo B O - " T 0 e ar A ﬂ
] peme Bl L
W] | 80 @ " Dol debeersd koo, | hAD0A: WRIT - Austam_ Ly DOSNEMEEESAT s

Itis in the PP that you select the type of solicitation you will do for this procurement.
Select the radio button for the appropriate procurement type (Solicitation Type).

You are all familiar with an RFP and IFB. However, the Spirit system has the RFQ set up in
two different ways. They are:

RFQ (Cost): which is the process they tend to follow the majority of the time; based
primarily on cost.

RFQ: follows more in line with an RFP and allows for evaluation.
The selection of either will depend upon the needs of the particular procurement. In many, if

not all instances, you will not be using RFQ —Cs or RFQs as SPIRIT will be used by you
primarily for Statewide contracts.

Beneath the Solicitation Type is the Contract Type section. Again, you will primarily be
selecting Statewide.

NOTE: Once the Procurement Plan is completed and published (not publicly
published/viewable), you will not be able to change the Solicitation or Contract Type.
Canceling the procurement will be necessary and you will need to create a new requisition.

In the actions that follow, note that the Date drop down menu configuration changes
depending upon the procurement type selected.

Page 26 of 244 POPMPA Section One Unlimited



Created on 6/25/2004 2:05 PM Procurement Officersand SPIRIT 1.5

A A SIIRY » Ak it i gl i s NP TR S LI5S |
Fie Fit #ew Favorde Teoh el

Stuk - o - 0[] O] Pewn Gfswen Fres 3] 3 3 S =]

B I T e e ere—

=SPIRIi
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Procurement Lales
Description (s =
Requiztion Received: 08Maso 0aM 82003 (1]
# Solicitation Draft: - B
« Customer Review: [~ =I[- =|[- =
« Solicitation Issued: [~ =[- =l =
Salicitation FaF=lF = T A,
PEoNCITatone Conference: =2 ram
~PM
| Froposals | Location:
[EValliatione | « Amandment |ssuad: [~ =I[- =I[- =]
[Contracts | = Solicitation Due: FEFEA =
o — EuEwum" Form | | | |
|- H
| SEarch | « Evaluation Meeting: [~ =I[- ZI[F = A NIA
a Clarifications: o | (F1Y NI
Eﬁﬂ@u « Clarifications Due:  [- =[- =l = P& M,
« Presentation; FAF=F"= P, LT
« BAFO Due: FAFAF =
i e 4
o . LT L
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Dates are selected by using the drop down menus

Take a moment to note the key dates that must be selected for the RFP. The PP also loads
these date fields as mandatory for an RFQ
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Modified)
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& Solicitation Draft: === =
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: # Solicitation Issued: |- =|[- =I[- =]
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| Conracts | T PM
oyl Location:|
Lﬂﬂ_ o Amendment lssued;  [- =|[- =] -
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ﬂg « Evaluation Foam FAF2AF 3
cgifs Due:
« Evaluation Meeting: [~ =I[- =I[- = A MIA
@ Award, | |
o= ) [ bt
Wnat| | ) 8 G || [ erbsbored spchem., @ ADIA: 2RI - Atoen_ Ll SENMEEIRT o

Take a moment to note the key dates that must be selected for the IFB. The PP also loads
these date fields as mandatory for an RFQ C.

Procurement Dates 7
Description (s = [—>|Plan [—>]Actual [—>|Variance
Modified)

The Plan date is that which you hope to meet.
Actual Date is captured by the Spirit system.

The Variance is then calculated and loaded into the appropriate column.
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Solicitation - W- - N/A N/A
Conference: [-=I[- =] - AM
- PM
Location:|

Further down in the Plan is a date area to assign the Pre-Proposal or Pre-Bid conference.
Select the date as you do the others. A time and location field is also available for the
meeting. If you do not enter this information in the Procurement Plan, you will be able to in
the solicitation draft.
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Note Comment fields. These can be used for communication between the Customer and
the PO to note any changes or concerns that arise from any dates chosen.

There are two Comment fields for the PO. One that is public and is viewable by all.
The other that is viewable internally only, which excludes the Customer.
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Save as: « Draft © Submit to Customer for Approval

Subrnit | Feset |

Note Save as: options. While drafting the PP you may stop and Submit at any time when
Draft is selected. You may then return at another time to continue your work.

Submit to Customer for Approval does just what it implies. When you are ready to
send it to the Customer for their review/approval, you select the appropriate radio
button for that process.

What this does is changes the status of the PP to Pending Customer Approval. As
you will more likely than not, be the customer as well, return to PP, click on the edit
icon, scroll to the bottom and select Submit to PO for Approval and click on the submit
button.
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When you have selected all the mandatory dates, change the Save as status to Submit to
Customer for Approval.

Return to the PP by clicking on the PP number link, once in the PP click on the edit icon,
scroll to the bottom of the document and change the Save as: to Submit to PO for Approval
and click on the submit button.

When you return to the PP after the above submittal description, click on the edit icon
then scroll to the bottom of the document again. In this instance you will be selecting the
Publish status and submitting it.

Save as: © Update © Submit to Customer for Approval & Publish

Subrmnit | Feset |

That basically covers the Procurement Plan in a nutshell.

Regardless of whether or not you create the requisition or a customer creates it, a
Procurement Plan will be necessary.

The approval process flows from PO to Customer and back to PO. Note that you will not be

able to change any dates in the PP once it is published, however, you may return to make
notes regarding the procurement and save those though.
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Supplier Information Request

The Supplier Information Request or SIR (previously known as an RFI), within the Spirit
system allows users to query the supplier community as a possible prerequisite to a
solicitation regarding whether a service or commaodity is out there and to what kind of
response we might expect to a solicitation.

This material takes you through the steps to creating and publishing the Supplier Information
Request.

After logging in to the Spirit system Click on the BthReE o from the Navigation
menu

W ancn P11 - Autoenated cfrocimemen? Sysiem - SSumsil el el previded by ARG LES =l =l
Fie [ %en Faodes Tsch  tokb
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e () o bt ot a2, v g R R T | A et =] o i -
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P:J.lﬁ‘l"ﬂ E i i i i Numb
| Soficitations |
[PTOposals ] View Al
[Evaluations | No documents found
I.:".'.IMEEE- HOTE: This is an aggregate view nfuﬂ your data and is not a LIVE view,
m Diets may be delayed up to 15 minates,
. These pages &re mandained by the Ancona State F‘ml.ynlr'ld-'rl (8,
W_E! PR Yoo i et hied e e R
[P SRR e T e e ] BN
D Cr R Bl Rl =t T | Pprererep— Enb i AN~ ERUaEeBs wow
Note
1 You may Create a SIR by Clicking on the Create SIR tab
OR
2 You may View a Sir that you may have already created and published by

Clicking on the ¥iew SIRs tab
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When you create a SIR in the Spirit system and publish it or Submit to Supplier the work
within the Spirit system is done. The supplier community (assigned by commaodity/service
code) receives an e-mail formatted with the information you requested.

It is the responsibility of the supplier to respond back to you outside the Spirit system either
via e-mail, fax or US mail dependent upon your instruction.

Click on the Create SIR tab
There is no attachment functionality in the Supplier Information Request portion of Spirit.
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The Spirit system automatically assigns a number to the SIR
It also requires a supplier to respond by a certain date, which is selectable from
the Due Date drop down menu by clicking on the j drop down arrow.

Enter a title for the information request here. For further detail you will use the
Request window.

Enter the Commaodity/Service Code appropriate to the request and Click on the
The Request Section allows for the typing in of the request itself
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The search results screen opens
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Click in the checkmark boxI to the left of the Code listed, Click on the _ % |putton
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NOTE
If you selected any code(s) that you do not need Click on the Remove button
The Remove Commaodity Code window will open with the code(s) you added listed.

Select the code(s) to remove by placing a checkmark in the box I to its left then Click
the 9% | button
See screen shot on previous page

Type in the detail of the request in the request window. The text will wrap as needed
so do not be concerned about running out of space

Submit

When you have completed the Request click on the button at the bottom of

the screen, this will send the Request the Supplier community or Click on the ﬂl
button to reset the Request language and restart.
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Creating a COMMODITY CODE ITEM request
e This section covers creating a Commodity Code Item or CCI.

e At the solicitation and contract level the eight digit commodity code is further defined
down to a more definitive product or service. For instance; if 0620-0085 is “Pen and
Pencil Sets,” and you have a need for yellow nhumber two pencils. You would then
create a CCl request for 0620-0085-0001, with -0001 being “pencil, number 2, yellow.”

e The requested CCI routes to the SPIRIT Administrator for final completion or approval.
This is necessary to avoid any duplicate CCI numbers or descriptions from being
created.

e The process of creating a CCI request may only take you a minute or less to do,
however, the CCI will not be available for use for up to 45 minutes after the SPIRIT
Administrator accepts it. This is due to the new CCI needing to cycle through the
server and its databases before it is available.

NOTE: requisition Line Items are not defined down to the CCI level, though you may want to
submit your request(s) early in the process so they are available when needed.
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Using the Navigation Menu to the left, click on the _ button (1). From the
‘Request cc button (2).

sub-menu that opens beneath it, click on the
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A CCI request form will be generated.

1) Request Notes — this field is not mandatory, however, you can use it as a means of
communication with the SPIRIT Administrator with regard to the request.

2) Commodity Code — commodity code number you are using
3) Commodity Class: commodity class you are using
4) Commodity Item: number you would like assigned as the Item number (if available).

5) Description: Item description. Note that this Item Description should not include any
verbiage already included in SPIRIT. Example: 0620-0085 is “Pen and Pencil Sets,” you
should not include this as it is already defined. You are requesting further definition to the
Item level, -0001 “pencil, number 2, yellow.”

Note: the Definition field is only used for services taxonomy.
Notes are not required, so you may leave this field blank if you wish.

Simply fill out the other fields as depicted in the previous image and click on the Ml
button.

If after submitting the request you would like to change the description, contact the SPIRIT
Administrator as soon as possible. If, however, the Administrator has already accepted the
CCl as submitted and the 45 minute cycle has not completed, it will be necessary for the
Administrator to wait the time out. At that point, any wording changes you would like can be
made by the Administrator. This wording change will be immediate and no server cycle time
wait will be necessary.
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This covers Commodity Code Item requests. This functionality is also available to support
staff, so if you wish, you can have one of the staff submit the request for you while you work
on other portions of your solicitation draft.
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Solicitation Drafting (RFP)

Background Essential background information on this topic includes the following:
Information e In order to create a solicitation
eYou must have received or created a requisition

eYou must then have created a Procurement Plan (PP) and
published it for the requisition.

¢ All the familiar rules and procedures of procurement are followed in
the Spirit System, so you are not learning anything new there.

This portion of the manual begins the process of creating a solicitation. For the purposes of
this manual an RFP will be created. Other solicitation types will be covered however, they
may only cover any differences as the process of construction is much the same, regardless
of the type.

The Procurement Officer or PO, having received a requisition, then goes on to create a
Procurement Plan or PP. Once the PO has drafted the PP, he or she submits it to the
requisitioning customer for approval. Once agreement has been met and the customer
submits the PP back to the PO; the PO then receives an e-mail notifying them of its approval.
The notification e-mail contains a link to Spirit, which if clicked on will bring them to the Spirit
site log in screen. Were the PO to login, they were be brought directly to the document in
question.

For the purposes of this manual, we will access the PP as one would normally enter Spirit.
The PO must return to the PP to publish the document thereby locking in dates, with the
exception of those you are able to change from the solicitation document itself, more on that

later in the manual. Once the PP has been published, the PO can then go about creating the
solicitation draft.
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In order to create a solicitation, you must return to the published Procurement Plan.

Click on the M tab. Click on the M¥ Procurement pjans tab from the

submenu that opens under Requisitions.

Once at the My Procurement Plan by Requisition Number screen, click on the link for the
appropriate document.
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At the top center of your Procurement Plan will be the Create Solicitation link, Click on it.
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The next option that becomes available is the Default Solicitation type. See image on
previous page.

If you select Default, a new draft solicitation will be generated, allowing you to start from
scratch.

Existing Solicitation creates a copy of a previously created solicitation that you may want to
use because of its similarity to the new procurement you are doing.

Existing Contract does the same thing as the existing solicitation; however, a copy of a
contract is created.

Selecting either the Existing Solicitation or Contract will load another window with a listing of
all solicitations or contracts of the type you are creating. You would then click in the area to
the left of the document you would like to copy and click OK

Note: when using the Existing Solicitation or Contract functionality it is only possible to copy a
solicitation or contract of the same type. Only RFPs will be selectable if you are doing an
RFP and only IFBs will be available if you are doing an IFB.

For the purpose of the manual, we will use the Default selection.

After selecting Default, Click on the M button
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It may take a few moments for Spirit to create the draft
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The solicitation draft opens up. Note its similarity to other documents we have dealt with.
Most, if not all documents in the Spirit System contain links allowing you to go directly to
contact info or to another document tied to the document you are presently in.

Note that the close date has loaded into the solicitation from the PP.

TR AR SR st aeated eyt Syl em - Mmool e Explsrer =l@l=
Fie EdE Yow Feartm Tl Help
| daach - o= o D 4] A | teeh [GiFevetes Fvedn [ Y- b 0 (o]

| Bt [} batpa: apreten az gov ipole shon SFTRIT R naf

“SPIRIi;

tomated efrocufement Saten)

|
‘el ora logged

1
in As -
Pate Mahnke PO Azsigned:
| Kequisitions | FM Assigned; Rex MartinfArizona State P& Katherine
Procurement Office Assigned: BabonisfArizona
State Procurement
Offica
# Priority Ma # Review by [ =] [T =] [203 =]
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TEii s Include Questionnaire? ~Yes « Mo
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# Procurement Officer Conflict of Interest 1 Acknowledge
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Note the PO, PM and further to the right, the PA assigned to the solicitation.

Priority Solicitation is a functionality available to the PM and PA. This allows either of them
to set a particular solicitation as priority. Hot potato procurements may need to be set as
priority. If Priority is selected, only the PM or PA has the right to publish the solicitation.

Review by date and date to close loaded from the PP. These are changeable in the
solicitation by using their drop down menus.

The Date To Close may be necessary if the procurement is running a little behind schedule.
You may need to adjust the date to allow the solicitation to be available for the proper amount
of time.

If you wish to include a questionnaire in the solicitation you can select the Yes radio button.
Default setting is No.
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Procurement Office Assigned: BabonisfArizona
State Procurement
Offica
= Priority Mo « Review by [7 =] [T =] [z07 =]
Solicitation: Date;
"Solcitations | « Contract = Agency © Statewide o Date Te [4 =1 =] [500 =]
PropocaE IR ciose: 7
TR @ Include Questionnaire? & Yas ~ Mo
| EValiations » Solictation  [Solictstion Crennan
| LOTacts | Title:
Conference State Procurement Conference 08/01/2003 10:00

—
T Location: Office Date: AM
# Procurement Officer Conflict of Interest  Acknowledge

LVLTIET
FREETE——— ]
E ' Dvfiew):
» Description:
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k- |
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The Solicitation title loads from the requisition. You may change it if necessary.

The conference location, its date and time loaded from the PP or you may enter the
information if you did not at the Procurement Plan.
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Conference State Procurement Conference 08/01/2003 10:00
Location: Office Drate: AM
Procurement Officer Conflict of Interest ™ Acknowledge
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Description:
i ) C
[EVAIEIonE ] —
g Section| Sslect =
RULS  Clouse [ ot 2] -
RLLCIMM  Section| oo o
Clause | ==aisct Sacthon— ri Famoun
E\m Sections .
Uniform Instructons
Uniform Terms and Conditions
m L Ot | Puetewst | Seopempectcson | ousaboenaie |
;ﬂglt;;mrmn;;mm:rMMuwmemmwm" — [ 75 el 1 —]
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The POs Conflict of Interest form is included electronically in the Spirit System.

To read the Conflict of Interest form Click on the (View) link. The Conflict document will open

x
in a separate window, which will allow you to read or print the document. Click on == After
reading the form to close it.

Click within the checkbox [~ to acknowledge or sign. A solicitation will not be publishable if
not acknowledged. SPIRIT will let you know when you try to publish your solicitation if you
have not acknowledged the statement.
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Title:

Conference State Procurement Ceonference 09/01/2003 10:00
Location: Office Date: AM

@ Procurement Officer Conflict of Interest & Acknowledge

{Wiew):

= Description:

folicitation creacion =]

P
Clauze [Selea Soctan =]
Section[-Seiec- =|

| LOMracts |

Aher Add
‘! Clause [-Seled Soctan— =] l“““_l

T

[REQUISIIONS |
| EVAIIanons |

Sections _
Uniform Instructions

--------------- Citria | Precnaet | ScooeSpertcation | dusatiessn |

[ e =
Wstat| | 2 8 D || Pt debiasd sochen . |[ETADOR: SPRTT Ao [EwENIN G MOSERT swm
Type a description for the solicitation. This will allow others a better idea of what it is for. It
will also be recorded as search criteria allowing for the ease of locating documents by users.
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Special Instructions & Special Terms and Conditions

The next step covered will demonstrate adding Special Instructions and Special Terms and
Conditions.

TR ArOR: SPIRIT - Aatomated eProou emmest System - Miorosolt termet Explorer _._I,ﬂ_]i
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Adding the Spacials Sections is dona by clicking on the B‘ltﬂ K
drop down manu (1)

. Y The actual clauses for #ach are inserted by selecting fram the ol
» Solicitatic Clause drop down menu [2) and clicking on the ADD button te the

"Requis o | Title: right (3).
Conferenc| glausss are ramoved by salecting the Section fram the lowsr 10:00
Location: |[Section drop devm windaw (4). than by salecting the specifis

' |elause(s] from the clause drap down manu (5] . You weuld tmen

« Procurer) giick on the REMOVE button to the right (8).

iew):
MM ./ Mote that no Epecials of any type are included with the default
 Deseriphi gecrions of Uniferm instructions and Terms (7).

| EVAlUAlions | : |
Clause |<Sslact Sachan- = | [ i i
Clause [~Zainct Sachan- | &5=] (83| o
EWW‘ Sections Ho L

Uniform Instructions
Uniform Terms and Conditions

m L i | Pucetrast | Seonempecacsion | saboenaie |
- ) A3 - orn
| 5 D tneaner

& Dore '
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Adding the Specials Sections is done by clicking on the Section drop down menu (1)

|1-

The actual clauses for each are inserted by selecting from the Clause drop down menu (2)
and clicking on the ADD button to the right (3).

Clauses are removed by selecting the Section from the lower Section drop down window (4),
then by selecting the specific clause(s) from the clause drop down menu (5) . You would then
Click on the REMOVE button to the right (6).

(7) Previously described the fact that no Specials links were present initially, this is no longer
the case. Please disregard.
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Note that the screen shifted a bit and that the Clause drop down menu has gotten longer.
When Special Instructions was selected, Spirit loaded all the special instruction clauses
appropriate to the solicitation.
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The next step is to select a clause from the drop down menu. Bid Bond is going to be
selected in this manual.
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include the clause Click on the ADD button.
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To include the clause Click on the ﬂl button.
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The manual will now click on the Clause drop down and select Evaluation. Once Evaluation

is selected, Click on the ﬂl button
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Special Terms and Conditions is added the same way

When you select Special Terms and Conditions from the Section drop down, the Special
Terms and Conditions will load into the Clause drop down menu. You then follow the same
procedure as with the Instructions
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As with the Special Instructions, once you have added a clause, the Special Terms and
Conditions section will appear beneath Special Instructions. See image above

Note that the Insurance Clause must be selected in order for the Spirit System to include the
insurance form with the solicitation.

The preceding were the steps necessary for adding Special Instructions & Special Terms and
Conditions and their clauses. The next section covered will address the steps taken to edit
the clauses included.
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Clause editing

You may notice that a few additional clauses have been added in the interim.
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M » Each [Eslec= =] a Propety  [-Seles- =)
Occurance: Damage:
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As you may have noticed, these Section titles are links. To view or edit any clause included
with the exception of Uniforms (they can only be viewed), you click on the Section link. A
window opens listing the clauses included. To view a particular clause you click on its link.

Click on Special Terms and Conditions
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This list of included clauses epans, Nobs the blus det ta WII'_H;F!F_M-HT“HE'I' M. The Biue dot alarms the HWH: tha sldlx
fact that the clauss languags has been aded.
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This list of included clauses opens. Note the blue dot to the left of Performance Bond. The
blue dot alerts the user to the fact that the clause language has been edited.

Also note the Column Titles: CL# is the clause number and pertains to the Uniforms so that
they display in the appropriate order, this column is not used with the Specials. Type denotes
whether a clause is O for optional of M for mandatory (Uniforms). Edit denotes whether a
clause is editable or not.
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Click on Eligible Agencies (Listed).
aldl =l
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e  Special Terms and Conditions 3] os lim=
e ] i Solicitation # ADO40061 "
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P
Default
Any contract resulting from this solicitation shall be for the exclusive =]
use of the State of Arizona agency designated.
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Any contract resulting from this solicitation shall be for the exclusive
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Note the information contained in the heading
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Any contract resulting from this solicitation shall be for the exclusive =] gtan |iwka ™
use of the State of Arizona agency designated, e 0
Proposed Wording:

Any contract resulting from this solicitation shall be for the exclusive

use of the State of Arizona agency designated. m
Make Changes:

i
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Yo 0rw 109990 in 85 I.m 2 O =
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Em a Each “Sulec- 7| s Froperty o
Oeecurance: Damage:
= Property —Enlec— =] + Combined: [-Zaleo- =
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P ooy [ -
] memwl%:ﬁ:m+m ad, Vi) |3 (o ntwer .

M |2 & ;wmdd-hvuamJ i e S - bt |[E 7 PaRIT; Solicration £ CaEEIM MOHEERT  cuam
The clause title is included.

The default language is listed. Notice that the Proposed Wording is the same as the default.
This wording will not change unless you edit the clause. You will then have both available for
comparison
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use of the State of Arizona agency designated. e 0
Proposed Wording:
Any contract resulting from this solicitation shall be for the exclusive
= use of the State of Arizona agency designated. m

Make Changes:
]_‘u:;m‘i.‘.;p‘h%?fr‘]

mg =] e
o) e logogeed ih as
Pate bahrk
X
History of Changes:
=
» Special Terms and Conditions
| SONCIAlONES | Uniform Instructions
"Proposals | Lniform Terms and Conditions
T Evaluaton Crieita Priceehaat | ScopmSpecdcation | Gusstonesin
| EValiations
| COTracts | Certificate of Insurance Information =
| VUEr # Bodily Injury: [-Saes- = -OR- « Bodily Selac =
[SEarch =1 Injury:
a Per Person: [-Seee- =] @ —And-: Sulpct= =
Ew a Each ~Salec- | a Property  |[~Selsc- =
Oeceurance: Damage:
= Property —Saiec- =] « Combined: [-Selec- =
Damage:

i) Do mmtwr-m+mmn ', Ha) [ S [ bt
et | 2] 8 S || PRt ekt pockem . | 6Ab0A: S1 - st |[E T mmRIT Salication £l CLaPEElNL MO ERT cum
This area beneath the Change Proposed button is where the user does their editing. To load

the default language into the edit area, click on the ___“hange Froposed | button.

-

The default language is now in the edit window. Make any changes necessary.
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Before we submit this, note the History of Changes (image previous page). The area beneath
will contain who, when and what was changed. We will return to this with a screen shot after

submitting the change. Prior to that there is no history.

If you click on the Reset button it will erase the change you just made, but only before you

Subimit

have submitted it. To save the changes made to the clause click on the button.
=] A TE |
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i]:'m..'.l-.hmmwmq;ul — 5 | veemn

Mna| 2 & = Ewmm .| & Do ST mu| & SPIRIT: Sl sbin (L
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Note in the previous image, the blue dot is now present as the clause has been edited.
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Amy contract resulting from this solicitation shall be for the exclusive
uze of the State of Arizona agency designated. The State
Procurement Office.
se==sDafaultze==e |
- Ay contract resulting from this solicitation shall be for the exclusive
Wﬂ use of the State of Arzona agency designated. =t
Pt My 5
[Requistions | c Submt | Concel | Besnt
5
[ |Note that tha persen thist madas the (a5t chenge ks bsted, Al the dite and Des ey
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Clicking on the clause again will open it. Once opened, scroll to the bottom to view the
History.

Note that the person that made the last change is listed; also the date and time they made the
change. The clause as it is now written and the default, which is how it was before.

Had a customer made this change it would have listed them. The last change is always listed
on top. You will get another view of this during the solicitation approval stage.

Click on the Submit or Cancel button to return to previous screen that lists the clauses you
included. Then click on Close to return to the solicitation
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Removing Clauses

This next process covers removing any clause(s) you may have added to either of the
sections

T AUOA: SR Al ameated et el Sysiem - Mool denel Explerer il
Fia Bt Yow Feveim Tk el
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that yeu may select and remove any.
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Sections
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e Evalusion Cifieiia Priceraat | ScopmSpericaton | Gusstionesine
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[SEarch = Injury:
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Em a Each ET— | @ Property T
Oeceurance: Damage:
= Property —Galec— =] « Combined: [-Selec- =
Damage:
P o sty e -
i ] I 1§
M | e . || mﬂﬁh‘nﬂw.. £ TADOA: SPIRNT - st CLaPEINL MORSEERT cam

Click on the lower Section drop down menu and select either the Special Instructions or
Special Terms and Conditions Section depending upon which one contains the clause you
want to remove.

Once you have selected the Section, the Spirit System will load the clauses included so that
you may select and remove any. See image next page.
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‘Brand MName has been selected for removal. Simply Click on the Remove

button to delete it. The processing please wait window will pop up.

AU SR et anested ey ncurermerd Syl em - Mirnaoll e Enplsrer T
Fie Bt Tow Faeortm Tooh  Help

| daach - o= o D 4] A | teeh [GiFevetes Fvedn [ Y- b 0 (o]

| Bt [} batpa: apreten az gov ipole shon SFTRIT R naf

The dems will new click on ths
c -ﬂﬂﬂl‘-'ll Instructions section o show
 Ihat the clause 1§ no lenger present,

FReqTSHons Clouse | <51 ]
Section|Special Inanucsady =
Clause [—Selec =] Pl
Sections

- SEEI.‘Ia] Imztru

| SONCIAlONES | Ur."fg.rrn Instructions
‘Proposals | Unifgrm Terms and Conditions
e Evalusion Crieita Priceraat | ScopmSpericaton | Gusstionesine
| Evaitations |
| LOMIrdcts | Certificate of Insurance Information =

oner # Bodily Injury; |-Sales = -OR- « Bodily Selsc- =
g i Injury:
Bkl
@ Per Person: [-Seies- =] @ —And-—-: Salpc- =
E ; « Each ~Salec- ¥ @ Property =Salac ¥
Oeceurance: Damage:
= Property ~Galec—- =] + Combined: [-Sslec- =
Damage:
.‘];vmﬂlﬂMWLm. d_;:ln:hﬂn', o', W) |5y | trtweret —
Y N CwRERDONG MOMSERT i

As in the image above, C|ICk on the Special Instructions section. When the list opens you will
see that the clause is no longer included.
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Evaluation Criteria and Evaluators
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Click on the __Evaluation Citetia |y tton and the Evaluation Criteria window wil open
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Note, that if necessary, you can change the Evaluation Due Date and Clarifications Due Date
here.

The Clarifications Due Date refers to the date you would like to receive clarification questions
from the evaluators if they have any.

Instructions to the evaluators must be included in the Instructions window. The text wraps
and scrolls, so you should have no need of additional writing area. If necessary, instructions
can also be sent outside the Spirit System and attached later to the contract.
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Adding Evaluators
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Individuals that may assist this office in the evaluation of solicitations will need to be added by
the Spirit Administrator. We may have some people that participate more than others and
may already be included. However, if those you are using are not, they will need to receive
training and have a profile created in SPIRIT by the SPIRIT Administrator.

Note that having evaluators assigned to an RFP is a requirement; if none are included you
cannot publish a solicitation. If none of your evaluators have a profile in the system you can
add yourself as an evaluator, this will satisfy the functional requirement of the application.
Once the evaluators are created, you may then remove yourself and add them. This is
possible up until Proposal Evaluation Reports are created, but more on those later.

CLICK on the
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Evaluators in the system will appear in this window. If the list gets lengthy, you may use the
search field to narrow down the list.

-

& [

Place a checkmark in the box to the left of the evaluator(s) you wish to include.

Once selections have been made, scroll to the bottom of the window and Click the

8] 4

button.
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Viewing Evaluator contact information

" = e | a3l
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After the screen refreshes the evaluators will be included.

The evaluator's names are links, so that you can look up their contact information. Click on a
link and the evaluators user profile opens.

To close this window you may click on the X, Or you may Right Click on the screen with your
mouse and click on back.
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To Remove an evaluator from the solicitation
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Click on the ml button.

The list of evaluators included with the solicitation will open in a new window.

Place a checkmark by clicking in the box to the left of the name(s) you wish to remove, click

on the
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Evaluation Criteria

=101 %]

/3 SPIRIT: Evaluation Criteria - Microsoft Internet Explorer

Evaluation Criteria B -
add [[1 -]
Type: « Weighted ~ Points
# Evaluation Criteria 9
Pts
o1 lCu:unfu:urmanu:e to Terms & Conditions and to Scope of Wu:urk;] W
Categories:
¥ Strengths W YWeaknesses [T Other [T Conformance Cat
2 |KeyPersonnelQualifications | IW
Categories:
¥ Strengths ™ Weaknesses I Other T Key F/Q Cat
3 |Methodology | [z00
Categories:
¥ Strengths W YWeaknesses [T Other [ Method Cat
4 |Cost | W
Categories: |
¥ Strengths W Weaknesses [T Other [T Cost Cat
Save as: # Draft © Complete :
4| i_rl-l

Note the area with the ﬂl IG functionality

You may include additional criteria in addition to or in place of the four system default
categories. If you Clicked on add now, it would add one more criteria. Or you can add
multiple at one time by the selecting the number you wish to add from the drop down menu.

You also select what type of evaluation it will be by selecting Weighted or Points (default).
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=101 x|

/3 SPIRIT: Evaluation Criteria - Microsoft Internet Explorer

Evaluation Criteria B -
add |[1 -]
Type: © Weighted ~ Points
# Evaluation Criteria 9
Pts
o] ICanDrmance to Terms & Conditions and to Scope of Wu:urk;! W
Categories:
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2 IKey PersonnelfCualifications :] W
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Categories:
¥ Strengths W YWeaknesses [T Other [T Method Cat
4 |Cost | W
Categories: |
¥ Strengths W Weaknesses [T Other [T Cost Cat
Save as: # Draft © Complete .
J i

Each of the four default criteria is selectable from each drop down menu. For instance, 1
Conformance. If you were to click on its drop down menu, methodology, key personnel and
cost would be available and other criteria are listed.

You also have the sub-categories of: strengths, weaknesses, other, and conformance
category. Each one selected, by clicking in the corresponding box adds that factor and
includes an additional area for evaluator comment.

NOTE: If at anytime during the drafting of a solicitation you have a need for an additional
criteria; the user may contact the SPIRIT Administrator and request that the criteria necessary
be created. If requesting this, include the subcategories you would like identified with the
criteria.
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If the default order of importance does not suit your evaluation; you may use the drop down
menus to change and select a different order or use the simpler means by clicking the up or
down arrow [*1¥] to the right of the criteria you wish to move

You may also select what criteria you want and where, by selecting it from the drop down

menu where you want it to appear. Make sure that you don’t end up with two of the same
criteria.

When satisfied with the criteria, you may change the Save as: to Complete and click on the

Ml button

You will be able to make changes to the criteria prior to publication.
If you feel safer not changing the status to complete leave it as Draft and click on the Submit

button. If you forget to change its status and attempt to publish the solicitation, Spirit will
generate an error message informing you that the evaluation criteria is not yet completed.
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The Price Sheet
This portion of the manual will guide you through the process of completing the Price Sheet in
a solicitation.

You will be shown how to create the Line Item in the solicitation using the information from the
requisition. Spirit System brings the information over from the requisition, so there is no labor
involved there.

Additional Line Items and deleting them will also be included.
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Click on the Price Sheet button
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The commodity code(s) load from the requisition.

Clicking on the Pricing link opens a window defining the pricing options
Price Sheet Column definitions:

LI # = line item number

Cm Code #, Cm Code Item # = comm code number and comm code item number
Commodity Code Description... = self explanatory

Qty = Quantity

UOM = Unit of Measure

Group = group a line item may be part of

Alt? = indicates if a supplier is welcome to offer an Alternate

Include = indicates what you may want the supplier to include

Column definitions continued:

Detail = indicates whether or not you want them include a specific detail

Add Line Item = is used to create and add additional line items
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View Requisition Line Item Information link in the image above opens the requisition line
item information, however, all the information you need is right in front of you.

Pricing type: Fixed Price = FP, Discount Off List Price = DLP and Percent of List Price =
PLP can be select from the Pricing drop down menu.

Qty = Quantity can be edited by typing any new quantity requirements if they have changed
since the requisition creation.

UOM = Unit of Measure allows for selecting a more appropriate measure if that included in
the requisition was not accurate enough.

Group = allows for including line items in a specific group. The Spirit System includes groups
A - Z, it then goes to aa, bb, cc, etc.

The checkboxes will be discussed further in more detail shortly.

In Spirit, the commodity code is broken down to the item level. It is at this point that you
would select the appropriate item description.

Since the Spirit System is new, the commodity code item description is likely not in the
system yet. See section on Requesting a Commodity Code Item
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Cm Code

LI # # Commodity Code Description
Cm Code Commodity Code ltem Description
Item #

Motor Scooters and Trucksters,
0070-0015 Engine Driven (Including all Terrain

16— Yehicles)
0070-0018-
0001 hotor Scooters

Click on the line item number (indicated by arrow, image above), to open the window that
allows for completing the details of the line item.
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Once in the Line Item itself you must complete what is necessary to the solicitation. This
process begins with the identification of Commodity Code Item Numbers. If none exist they
will need to be created by the SPIRIT Administrator. If they are already within the system you
may continue the process by clicking on the Search button. The search will be by the
Commodity Code and Subclass entered. The results of which will be any Commodity Code
items assigned to the particular code.
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To search for the commodity code item, click on the Search button. The window that opens
will list the commodity code items available for 0070-0020. Scroll through the list of those
available, to select the item you want, click on its link to load it into the line item. See image
below
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When the document reloads it will include the commodity code item detail.

To select the pricing type click on the drop down menu to select it

The Quantity and UOM are copied by SPIRIT from the requisition (these can be changed if
necessary).

For this commodity and in this instance, the PO requires the manufacturer name, as well as
the model. These are selected by clicking in the box to the select the desired requirements

Model Number is selected if appropriate.

We will also select Catalog #. With this selected, a field will be included on the suppliers
response side that will allow them to enter their website. This will allow the functionality of
including a link in their contract (if awarded), directly to the products on contract.

Date is checked with reference to the catalog.

Part # is selected if appropriate.

Checking the Alternate box would indicate to the supplier that an alternate to that which we
are requesting is acceptable.

Detail Note is checked if you wish the supplier to respond to something that may be typed in
the field beneath it.
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When the line item information is complete, change the Save as status from the default of
. subrmit
Draft to Complete then click on the _l button

If you save it as complete you will still be able to make any necessary changes prior to
publishing the solicitation.

You may also save it as Draft status; however, it will need to be set as complete to publish the

solicitation. If you forget, Spirit will let you know by way of an error message when you try to
publish.
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Adding a Line Item

Add Line ltem |

Close | Feload |

Note the image above. The Add Line Item button is now just above the Close/Reload
buttons. Rather than to the right of a Line Item as viewed below. Other than the screen
layout, the functionality remains as described below.
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To include another line item click on the button. A blank line item will be
created. You can either use the same code as in the previous line item or use a different one.
The same steps as covered previously are used when creating additional line items
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To change the order of the line items, click on either the up or down arrow to the right of the
line item you would like to move.

Use the B buttons (above each up/down arrow), to delete any line item

. Close , .
Click on the _l button when you are done with the Price Sheet. You can also use
the Windows X in the top right corner of the Price Sheet to close the document.
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BEST PRACTICE FOR THE PRICE SHEET AND SUGGESTED SUPPLIERS :

It is at the time you create and submit the price sheet that the Spirit System queries the
database and loads the appropriate suppliers. Oftentimes the process of drafting a
solicitation and publishing it is a few weeks. During these few weeks a number of suppliers
have probably registered that may be interested in this solicitation.

In order to reach these suppliers you should resubmit one line item that is representative of
each different commodity code used in the solicitation. To do this, you would go back into the
price sheet, then go to each of the representative line items and submit them again. This will
re-query the database and include those additional suppliers that may have registered while
you were drafting the solicitation.

The Spirit System is set up to notify suppliers of a solicitations existence if they were
registered prior to your drafting the solicitation. Spirits functionality also notifies suppliers if
they register for a code used after a solicitation has been published. However, it will not notify
the suppliers that may have registered while you were drafting the solicitation. To avoid
missing these suppliers, the previous steps mentioned above should suffice in reaching the
appropriate suppliers each time you draft a solicitation.
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Scope of Work/Specification
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To add the Scope of Work, click on the __SterefSpecification | button. This will open a separate
window that will include the documents attached to the requisition. Select the appropriate
document by clicking its radio button and then click on the OK button.

As we all know, many times the Scope or Spec that arrives with a requisition is not perfect
and will require fixes. If this was the case you may have opened it and saved it as a file you

could work on. If this is the case, you will have to click on the Browse.. button, locate
the file and attach it, much like you would an attachment to an e-mail. This is necessary if
changes were made to the Scope as the edited Scope is now the most up to date document.

You may also not have received a Scope/Spec with the requisition, but had it e-mailed to you

outside the Spirit System. If this is the case, you would also use this method to attach the
document.

Once attached; when the Scope/Spec button is now clicked on the document will open in a
new window.

There is no limit to the number of documents that you can attach to a solicitation; however,
SPIRIT will only allow one document linked to the Scope/Specification button.
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If you scroll down the solicitation draft to the Attachment section, you will see the
Scope/Specification file name link. You may click on any file name link to open the document.

This is the area of the solicitation that additional documents may be attached and/or removed.

The Add, Add From Reqg and Remove functionality will be covered later on in the manual.
To touch on it briefly though; clicking on the Add button opens a browse window like that
shown during the Scope attachment. Add From Req opens the window that lists documents
available for attachment from the requisition. Remove opens a window listing the files
attached (including the Scope, if attached). Placing a checkmark in the checkbox and clicking
on the OK button will remove that document.
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Questionnaire
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To set up the Questionnaire, click on the __S4&stionnaire

window will open.

button. The Questionnaire
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; SPIRIT: Questionnaire - Microsoft Internet Explorer = I 'Iﬁl
Questionnaire -

Solicitation # ADO4OO 6‘1-A 7

Page loaded on |

@ Instructions

Answer ;_I
|
1 Add ||1 -]
? 1 How do wou...? _:_J Select |
2|
2 ~| select

Save as: # Complete

Submitl Cancel | Resetl

-
4| | »

Type a question in the @1 field or paste one that you may have in a Word document.

PASTING BEST PRACTICE: Sometimes the translation from a Word document to a field in
Spirit may not be a mirror image of what you copied. For example, quotation marks usually
copy into the Spirit System as question marks. To avoid this, prior to copying and pasting
from another document, save the Word file as a PLAIN TEXT file type, then copy and paste
from that one. This usually solves the dilemma. You may also submit it as draft, then return
to view it and correct the few characters that may have changed.

1. You can add more guestion fields by selecting the number you would like to add from the

drop down menu and then click on the Add button. _Md |

NOTE: If you add too many questions to the questionnaire, leave any that you do not use as
the last questions in the form. Any blank question fields at the end will not appear in the
supplier's copy of the solicitation. If you leave a blank question field between any questions,
all question fields following the blank field will be removed. If this happens, contact the
SPIRIT Administrator as all is not lost (famous last words).

Oftentimes the same or similar questions are used in questionnaires; an example of which

would be regarding exceptions taken. Any of these oft used questions can be found in what
is referred to as the Question Bank

To select commonly used questions from the Question Bank, click on the ﬂl button
found at the right of the question field you are working on.
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Shbetos://spirk: st oz gor/ ABIc LS =101x]
Questions (Default) [
By Category

| Search |

Name Cluestion

Exceptions to
the
Specifications

Completely identify all exceptions that have
been taken to the specifications.

Just another example exception question.
Again, this is not real data, but just test data
needed to develop the system. &l

Exception
Cluestion #£2

When the Question Bank opens you will see the listing of available questions. To select a
question to use, simply click on its title link. This will load the question into the questionnaire.
If you would like you may then edit it in the questionnaire.

Note: once the list of available questions becomes lengthy, you may use the search
functionality for keywords.

NOTE: if you have boilerplate questions you would like included in the Question Bank submit
them to the SPIRIT Administrator and it will be so.

Like the line items in the Price Sheet, you can change the order of the questions by using the
up or down arrows located to the right of the question you would like to move.

To complete the Questionnaire, change the Save as: to Complete and click on the

Ml button.

If submitted as Draft, you will be informed by the Spirit System if you have forgotten to change
it to Complete when you try to publish the solicitation.

Once the Questionnaire has been Submitted you are routed back to the main document.
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Certificate of Insurance Information
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You must select the appropriate amounts for the Certificate of Insurance in this area. The
amounts selected will load into the Certificate that will be included in the suppliers solicitation.

Selecting the Insurance Clause in the Special Terms indicated to the Spirit System that you
would be including a Certificate. It then included this area in the solicitation.

Simply click on the appropriate drop down menu(s) selecting the amount. If a monetary

amount is not necessary for any of the liability/damage amounts select N/A from the drop
down menu in each instance. You may also select N/A for all the fields if you like.
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PRICE SHEET INFORMATION SECTION
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You must select a Tabulation Group Type. To do so, click inside the appropriate radio button.
Instructions to the supplier must also be entered. These instructions will appear on the Price
Sheet in the supplier’'s view of the solicitation.
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If at anytime you wish to view the suggested suppliers included in the solicitation, click on the
View Suppliers link. A window will open listing the suppliers. The suggested suppliers
window opens allowing you to scroll through the list. Scroll to the bottom of the window and
click the Close button or click on the window X to close.

Like the requisition piece you can search for and add any other suppliers you want to include.

Enter any comments you feel necessary regarding suppliers added in the comments section
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Adding a Newspaper
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Newspapers with contact info have been pre-loaded into the Spirit System. Selecting a
newspaper will send a notification requesting an advertisement in that paper. The notification
will include appropriate details about the solicitation similar to that below.

Click on the . button to open the list of Newspapers.

Newspaper Legal Ad
Please do not respond to this e-mail as it is a system generated notification and will be returned to you

as undeliverable.

The referenced legal advertisement is being forwarded to you for advertisement in your newspaper.
Please run the advertisement within 3 days of receipt of this notification. Please invoice the State
Procurement Office at 100 N. 15th Avenue, Suite 104, Phoenix, Arizona 85007 or call 602-542-5511,
Fax (602) 542-5508 if you have specific questions.

Please DO include the following information in the ad, preferably at the end as follows:

For further information contact the AZ State Procurement Office at (602) 542-5511 or visit
www.spirit@az.gov to register and respond to the solicitation.

Please DO NOT include the Conference Location and Date lines if none is listed.
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Select the newspaper you want the ad to appear in by placing a checkmark in the box r to
its left. Scroll to the bottom of the SPIRIT Newspapers screen and click on the OK button.

Note that you may also search for a specific paper.

Note that when creating an amendment to a solicitation it will be necessary to remove the
Newspaper, unless another legal advertisement is necessary.
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Attachments, Adding and Removing
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Browse... button to search for the

As done when attaching a Scope/Spec, click on the
file you want to attach (think e-mail attachment)
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Choose a file to attach. For the purpose of the manual we will cancel this action by clicking

C | .
on the &l button and attach a document by using the _ “ddFramBeq |y o0,
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A window opens listing the files attached to the requisition. Select the file(s) to attach and

click il
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Removing Attachments

Attachments . | 7

Add | Add From Reg | Remuvel

In the Attachments section click on the ml button

SPIRIT: Remove Attachment(s)

Flease select the Attachment(s) you
wiolld like to remove.
Attachments
™ JAzspo History doc

0] | Cancell t
4] |_>|_I

The window above will open listing the files attached. Place a checkmark in the box(es) to

the left of the file(s) you wish to remove. Then click on the il button. The file(s) will

now be removed from the solicitation.

Note: many of the images regarding attachments have differing files to choose from, this is
due to the fact that different solicitations were used to obtain images from. Please disregard
any filename discrepancies in this documentation as it is the action, not actual files that are of
importance here.
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Submitting Solicitation as Draft or Submit to Customer for Approval
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Make any Comments regarding the solicitation that you feel are necessary.

When you are done with the solicitation draft you must submit it to the Customer for Approval.
This approval process will be covered later.

You do not have to be done with the solicitation draft in order to submit for customers
approval. You may do this as many times as you feel is necessary during the drafting
process.

When you do Submit to the Customer, they will have the option of making certain changes to
the draft, which you must then approve prior to publishing the solicitation.

Once you have set the Save as: status to Draft and saved, the Draft status radio button will be
replaced by Update. Any time from that point on to save progress on the draft, select the

Update radio button and click on the Ml button

NOTE: As mentioned previously, in the majority of, if not all cases you the PO will also be the
customer (you created the requisition). This manual does not include information on
reacting/accepting changes made by the customer, however, as you are considered the
customer as well, you only need to submit back to the PO for approval when playing the part
of the customer.
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After clicking on the submit button, you will routed back to the My Solicitations area in Spirit.
Note the status of the solicitation the manual has been creating, AD040061
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IFB and RFQ C set up differences from the RFP or RFQ

The drafting or structure of the IFB and RFQ C (Request for Quotation Cost), is extremely
similar to that of the RFP with the exception being Evaluators and Evaluation Criteria.

The IFB and RFQ C do allow for the option of including evaluators for the purpose of assisting
you in concluding whether or not the offer meets the Scope or Specification.

For more information on the evaluation and/or awarding of an IFB/RFQ C, see the section
entitled IFB Evaluation.

This portion of the manual covers the only major difference between the drafting of an RFP
and an IFB or RFQ C.

This particular draft is from an IFB, however, the process for this and an RFQ C are the same.
When the manual refers to an IFB it is taking into consideration the fact that the IFB and RFQ
C functionally is the same.

The Spirit System allows for the inclusion of evaluators in IFBs and RFQ Cs. It obviously
does not include the depth of the evaluation of an RFP, but the PO may require the
knowledge of someone that is familiar with that which is being procured. After the close of an
IFB or RFQ C, the evaluators will have an area in which they can make comments regarding
the offer.

Note that in an IFB the user has a Cost Evaluators section.
Cost Evaluators
Would you like to define Evaluators? < Yes # No

Initially this Cost Evaluators section does not have an area to include any evaluators. If you
want to include one or more, you would select Yes by clicking in its radio button.

The screen will then refresh with the appropriate buttons to use to include the evaluator(s).

Cost Evaluators

Would you like to define Evaluators? ~ Yes ¢ No
add | Remove |

None

Click on the Add button to open the evaluator selection window.

This should be familiar territory to you as it is the same process as that used in the RFP.
Once an evaluator has been selected and added the name(s) will appear where the word
None is.

Select who you want to include. You would then click on the OK button.

If you needed to remove any, you would click on the Remove button. Like the RFP; a window
would open containing the person(s) included with checkboxes to the left of their names.
Place a checkmark in the checkbox to the left of the person you wish to remove and click the
OK button.
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Post solicitation publication processes

Background This portion of the manual will cover:

Information

¢ Changing the Solicitation Close Date
¢ Changing/Adding Evaluators

¢ Amending a Solicitation

¢ Viewing the Solicitation Tabulation prior to close

Changing the Close Date
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The Arizona State Procurement Office (RzSPO)

The Arzona Department of Administration, State Procurement Office, is
the central precurement authority for the State of Arizona. Procurement is
managed through the development of policies, training, and agency
delagations, We also establish and administer statewide contracts for
state agencies and political subdivisions. These contracts are established
from individual requests and focus-group activities with the State agencies
and participating members of the Cooperative Purchasing Partnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, cities, school districts and qualified not-for-profit
organizations.
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In the Azpix system we create and issue an amendment. The Spirit System differs in that, if

the only thing you need to do with a solicitation is change the date, you would use the Change

Due Date functionality.

When you do this, suppliers are notified via e-mail as to the change in date. The Spirit
System also makes that change in the appropriate solicitation field on the supplier side;

however, no amendment is created or published.

Click on the IMMMGIEAEORNSE (., - logging in. Click on the My Solicitations (5,

from the sub-menu
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ADO400G ]

Click on the appropriate solicitation number link for the manual.
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Once a solicitation has been published, the ___=N&ngs Bue Date | button will appear and be

active. Click on it, this will open a window with a drop down menu allowing you to select a
new date.

Note the ﬂl button. This button is available at all times and is used to cancel a
solicitation if necessary.

Click the ll button to record the new date.

Note that if and when you create and issue an amendment it will be necessary to change this
date to reflect the new Close Date. Since key dates in a solicitation load from the
Procurement Plan and as these dates are not editable after publication of the plan, the
original Close Date will load into any amendments.

That covers the entire process involved in changing the close date in solicitation. Once you
clicked on the OK button after changing the Close Date, the e-mail notification was sent.
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Changing/Adding Evaluators

The Evaluation Committee originally included in this solicitation has to be changed due to one
of the evaluator’s workload.

After logging in and reaching the My Solicitations section of Spirit, Click on the appropriate

solicitation number link.

Note that the solicitation is in View mode. Once published you are unable to make any
changes other than Close Date or Evaluators without creating an amendment
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Scroll down to the __ Evaluation Criteria_ | button, then click on the ___Evaluation Lriteria | button
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To remove an evaluator, click on the m.j button

The evaluators included in the solicitation will be listed in the Remove Evaluator window that
opens.

Place a checkmark in the checkbox to the left of the evaluator(s) you wish to remove by

clicking inside the box then click on the 2 button. The evaluator is removed.

To add an evaluator to replace the one removed (if necessary), click on the 2B button.

The Evaluators By Name window opens listing the evaluators in the Spirit System, as it did
when you selected evaluators while drafting the solicitation. Once the list gets lengthy, you
may want to use the search functionality.

Scroll down the window until you find the evaluator you wish to use, and then select them by
placing a checkmark in the box to the left of their name.

After selecting the new evaluator(s), continue scrolling to the bottom of the window and click

on the o button

The new evaluator will now be included.

Click on the jﬁm button if you are done.

Once back at the Evaluat_ion Criteria window, you can scroll down to the bottom of the window

and click on the ClDSE button or Click on the windows X. That completes the process of
changing evaluators in the Spirit System. It is not necessary to do anything else, the

evaluators have been addressed.

NOTE: Evaluators can be changed during evaluation up to the point of creation of the
Proposal Evaluation Report(s). Any evaluation forms by a removed evaluator will also be
removed by the system.
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Solicitation Amendment

This section of the Spirit manual covers the process involved in creating a solicitation
amendment.

The Spirit System treats all amendments the same regardless of whether for a solicitation or
contract. Whereas in Azpix we created an amendment that is physically a separate document
from the original; Spirit duplicates the original document, incorporating all the information from
the original into the new. When the new document or Amendment is finalized, the old
document, whether solicitation or contract is closed out. The new document is then the new
active document.

So what you are looking at once created is an entirely new solicitation in a sense.

Once logged in click on the [EHNIIGIEAEIINEEN (-, then click on the My Solicitations

tab from the sub-menu

Click on the appropriate solicitation number link ADO40067
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Notice that there is no edit icon, as this is a published solicitation editing is not possible
unless in an amendment draft.

Once you have entered the solicitation you must scroll to the bottom of the screen to the
Related Documents\Information.

Most if not all processes you will address from the publication moment on will be addressed
from this area.

Related Documents\information (For Internal Use Only)

. Amendment(s) Create View
Jabulatien e View
Eopea - == - == s P
.Evaluations) e e
. Proposal Evaluation Repots = ceeeeeeee e
. Solicitation Evaluation Repot = —meeeeem e
Tabplation e el |
Ceptract . ] e | e

O~ Hm AWM=

Take a moment to examine 1 through 8.

1. Amendments is used to Create and View amendments created.

2. Tabulation allows the PO to view a list of submitted proposals prior to Close.

3. Proposals will be used after the close. You will be able to access the list of proposals to
the solicitation. There will be links so that you can then access each individually once you
click on View.

4. Evaluations will be used to view the evaluators evaluations for each proposal.

5. Proposal Evaluation Reports, or PER is a step up from the evaluations and are
documents/reports that you the PO generates based upon the evaluators completed
evaluations.

6. Solicitation Evaluation Report is a step up from the PER, combining all suppliers scores.
Much like a tabulation it is here that you will select those suppliers to appear in the

Tabulation.

7. Tabulation lists suppliers based upon your selections in the Solicitation Evaluation Report.
You will select each award on the screen.

8. Contract is used to create and view contracts created.

All relevant information after close will be covered in greater detail later in the process.
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Related Documents\information (For Internal Use Only)

. Amendment(s) Create View
Jabulatien e View
Eopea - == - == s P
.Evaluations) e e
. Proposal Evaluation Repots = ceeeeeeee e
. Solicitation Evaluation Repot = —meeeeem e
Tabplation e el |
Ceptract . ] e | e

1
2
3
4
5
6
7
8
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The draft Amendment will be created and load into the screen after a “processing please wait”
screen. The process may take a few moments as the system is duplicating the solicitation so
that you can make any changes
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As mentioned previously, you must select the new Close Date for the amendment as dates

were pulled from the original document and the PP.

You must re-acknowledge the Conflict of Interest statement.

Type in your amendment language in the Amendment Information window.
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Questionnaire and Price Sheet Changes

@ Has the Price Sheet Been  Yes & No
Changed?

@ Has the Questionnaire “Yes « No
Been Changed?

These two statements above represent a step you will always need to address when creating
a solicitation amendment. Spirit is asking you these questions in order to simplify the
proposal response for the supplier. When Spirit duplicates the information from the original
document for the amendment, it not only duplicates our internal solicitation. It also duplicates
the suppliers proposal if they have already begun drafting one.

If you select yes for either the Price Sheet or Questionnaire, Spirit will not duplicate the
suppliers work done to date in either of these sections of their proposal. If nothing has
changed in either, Spirit will reproduce those pieces for them.

The reality of the application is that it cannot know exactly where a supplier has drafted
information, in for instance the Price Sheet and then match it to any changes you have made.
There are too many combinations of options or changes that you may make. If you do
change the Price Sheet or Questionnaire in an amendment, Spirit will duplicate the suppliers
work done to date with the exception of anything they have entered in the sections in
question. If, however you do not change anything in either section, Spirit will then duplicate
any work the suppliers have begun in both, because it can map one with the other.

We will be adding a line item to the Price Sheet in this amendment, so the radio button for the
Price Sheet will be selected to indicate Yes.

Every piece of the solicitation has been duplicated. If you opened the Questionnaire you
would see your questions. You could edit, delete or you could add more if needed.

If you recall, when setting up the price sheet and questionnaire originally as complete, you
had the options to save as a draft or as complete. In the amendment, both documents are
editable, but only have a status of complete. This is as it is, so that when and if you do
publish an amendment it is not necessary to even go into those documents if you don't need
to.
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To make the changes to the price sheet, Click on the button

The process is exactly the same as creating a line item from scratch during the solicitation
drafting stage.

Just click on the ADD Line Item button to begin. Or edit what is already there.

As before, the commodity code search results are down to the item level. Click on the link of
the one you want to use to load it into the line item. Select the Price Type, Quantity, Unit of
Measure and Group (if appropriate).

Check the appropriate details to Include, i.e. manufacturer, model, etc..If you are done,

change the Save as: status to Complete and click on the Ml button

If necessary, once back at the Price Sheet you may change the order of the line items by
using the Up and Down arrows on the right side of the window.

Type any comments necessary to the customer in the Solicitation Review Comments window.
These would be notes to yourself, as you are likely the customer as well.

As with the solicitation, the amendment must go through the approval process. If satisfied
with the work, scroll to the bottom of the screen, change the Save as: to Submit to Customer
for Approval and click on the Submit button. If, as expected, you are playing both roles; once

you submit to the customer, simply return to the solicitation, click on the edit icon, " scroll to
the bottom and select Submit to PO for Approval and click on the submit button.
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Solicitation Amendment Approval

This next step in the process begins at the point after which, the customer (you?) has
approved the amendment and submitted it back to you. If this will be a statewide contract
remember that you are the customer since you had to create the requisition to begin the
process. Prior to your publishing, you will still need to submit to the customer. However,
since you know what you’ve done, you only need to go in and submit it back to yourself as the
PO.

Access the amendment at the Solicitation by Solicitation Number screen or use the link in the
notification e-mail that SPIRIT will send out.

By Solicitation Number

o 003 at 12:11:34 P
Sol Num PO Type Status Title Posted Date Close Date
Fete
MahnkelArizona . N
—i?moom- State RFP Ee”féﬂglpo gfg;'ntgﬂon 09/02/2003
— Frocurement PP
Cffice
Fete
tahnkelArizona N
ADO40061  State RFP  Published gfg;'ntgﬂon 02/25/2003  09/02/2003
Frocurement
Cffice

Note the two documents that now exist in the My Solicitations section. The original
solicitation, AD040061 shows a status of Published. The Amendment, AD040061-A1 has a
status of Pending PO Approval.

Once the amendment is published, the status of the original solicitation will reflect that it is
Closed (Amendment Issued) and the amendment will reflect that it is Published.

The amendment, which includes the original solicitation and its amended portions, will then be
the main document.
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Published:
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Note that the Edit Icon ’ is present. The document is in view mode. You will need to click

on the edit icon " to update, approve or publish the document.

For the sake of the manual, we will assume the customer made no changes and that all was

in agreement.

Click on the Edit Icon "

Once in edit mode scroll to the bottom of the window.
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Your comments to the customer and theirs in return to you are in the Solicitation Review
Comments window. Note that they will not be viewable by the supplier.

To publish the amendment, change the status to Publish and click on the Ml button

My Solicitations
By Solicitation Number

Fage loaded on [

SolNum PO Type Status Title Posted Date Close Date
Pete
MahnkelArizona o
w State RFP  Published gf{!;gg;‘on 08/25/2003  09/02/2003
= Frocurement
Office
Pete
MahnkelArizona Closed Solicitation
ADD4D0ET  State RFP {Amendment Creation Q8/25/2003  09/02/2003
Frocurement lssued)
Office

The original solicitation status has changed, as well as that of the amended document, which
is now the active document.
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Solicitation Tabulation
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Prior to the close of a solicitation we often check the bid tab to see if any suppliers have
responded to a solicitation to get a feel for the interest and what work may be ahead. In the
Related Documents\Information section at the bottom of a published solicitation you will click
on 2. Tabulation. Clicking on the View link will reveal basic information regarding proposals
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At the SPIRIT: Tabulation you can see that one supplier has begun a Draft of their proposal to
the solicitation. Once the supplier is done with their proposal the status will be the date the
supplier submitted as Complete.

To return to the solicitation click on your browser back button
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Solicitation Evaluation

Background This topic includes the following:
Information e Evaluation Form generation

e Proposal View Orientation

Beginning the Evaluation Process

items To Complete (For Internal Use Only)

1. Evaluation(s) {Printable Eval Create View Pending

COl

2. Clarification Request Not Yet
Required

3. Proposal Evaluation Report Pending

4. Supplier References Pending

Questionnaire

5. Supplier Meeting Request(s) N/A

6. Negotiations Not Yet
Required

7. BAFO Request Not Yet
Required

To begin an evaluation the evaluator enters the proposal(s) to be evaluated and scrolls to the
“ltems To Compete” section at the bottom of the screen

The evaluator will be unable to begin an evaluation until he or she has created and accepted
the “Conflict of Interest” statement.

1. Evaluation(s) (Printable Eval COI) — the evaluator must click on the “Create” link
(highlighted in the image above), the statement will open in a separate window. At that point
the evaluator has the option of “accepting” or “rejecting” the statement. If rejected, he or she
can go no further. If accepted, the system generates the evaluation form for that proposal.
This action must be repeated for each proposal to a solicitation.

To get to the evaluation form after saving it as a “Draft” the evaluator must click on the “View”
link located in the “ltems To Complete” section next to where the “Create” link was for the
form.
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Evaluation Criteria Ke

Evaluation Criteria | Proposal Pl
Foints
1. Conformance to Terms & Conditions and to Scope of Work A00
2. Methodology 300
23, kKey Personnel/Qualifications 200
4 Cost 100
Evaluator Status Total C1 C2 C3 C4
eval uator/az. goy Draft 0 o o 0o 0

The evaluator then clicks on his name link to open the evaluation form.
The evaluator also has links to view the “Evaluation Criteria” and “Proposal” available on this
screen as well

The evaluator must click on the “edit” icon E if s/he has generated the form and save it as
“Draft.”

Schedule

Evaluation Due 07/01/2004
Date:

Evaluation 07/01/2004
Meeting:

Clarifications: 07/01/2004
Clarifications 07/01/2004
Due Date:

Instructions Proposal | Clarification Questions

All important dates from the PP are included within each evaluation that an evaluator creates
for a solicitation. These dates are listed under the "Evaluation Schedule." The dates listed
are not tracked by the Spirit System, however, if any dates are not met, the PO can list these
issues in the PP, which is still available for notes in the "Comments" window.

The "Clarification Questions" link is utilized by the Evaluator for the creation of questions that
may arise during the evaluation, that require a response from the "Offeror.” The "Evaluator"
clicks on the link to create the form, so that the questions can be recorded. Once complete,
they are forwarded to the PO, so that a "Clarification Questionnaire" can be created and
submitted to the "Offeror" if necessary.

The Evaluator can click on the "Proposal” link to view the "Proposal” from the "Evaluation
Form." We will assume the “Proposal” link was clicked on, so that we can cover some
proposal view orientation.
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Proposal View Orientation

TR AUHLA S st el onnpernerd Spalenn - S passl) [ ernel Dl alm=
P (@ Vew Foasiss Took Felp -
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Baickrenn [ ] hete:ffaer tRmt_ne g gl dfor AP ET F23 md

You or 100ged in B8 o
L
vl O — Y T T —
=L or
[Proposals™ | Proposal Information &
"EVAILAIGHS | Proposal #: ADSM-50ROAC  Status: Complate
I= BAFO? MNa BAFO #: u] =
Croated By: Joe Azspolloe Supplier Joe Azspo Test
Azspo Test Mame:
"Contracts | Date Created: 08/25/2003 Date Due:  09/02/2003 03:00 PM
=5 Maodified By: Joe Azspofloe Diate 08252003 12:119 PM
Eallnc — Azspo Test Modified:
ﬁ! Total Price: 5 99 850.00 Duate 08/25/2003 12:118 PM
Submitted:
General Information
Title Solicitation Creation
Solicitation ADO40061-A1 Solicitation RFP
Mumber:; Type:
Procurement Pate MahnkelArizona Stale Procurement Office
] e BN e
Wstet]| Z 8 R || e debered Apboen . [[ @ ADOR: SEIRIT - Autom. PRI AN EEREST e

Take a moment to note the data available in the "Proposal Information” section.

Proposal # = indicates the "proposal number" generated by the system when the "supplier”
initiated their "Proposal." It's "Status" of Complete is recorded to the right.

Is BAFO? = indicates whether or not this is a "BAFO" proposal and BAFO # indicates what
BAFO round it is.

Created By: and Supplier Name: = indicates the supplier and links back to their contact
information.

Date Created: = is the date the supplier initiated their "proposal.”
Date Due: = refers to the solicitation.

Modified By: and Date Modified: = indicate who at Joe Azspo Test initiated the "proposal”
and who and when the last person from their company made any changes prior to submitting
the proposal as complete.

Total Price: and Date Submitted: = indicates the total price offered and the date that the
proposal was submitted as complete.
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Azspo Test Modified:

T
banoa B et Snacial Instroctinns

] one
_Egg:—j L 8 S || ERetdebeened ke |[EAD0A: sETRIT - Autoen

W Total Price: % 99,950.00 Date 08/25/2003 12189 PM
FELIET Submitted:
EvaTTaenE—
[
Title Solicitation Creation L |
[Contracts | Solicitation ADO20081-A1 Solicitation RFP
Ll pumber TR
Procuremant  Pate Mahnke/Arizona State Procurement Office
Officer:
& Conference State Procurement Office Conference O08/01/2003
Location: Date: 10:00 AM
Description
Solicitation creation
Amendment Information

This amendment is issued in order to a one addtional Line Item to the
Price Sheet. All other Terms and Conditions remain unchanged,

[T 18 [ teberet =
[FEEmali SNYEEEIST wwm

Take a moment to note the information available in the "General Information” section. All the

information located here is in reference to the solicitation.

Note: Solicitation Number is a link back to the solicitation itself for reference. This allows the
evaluator to view the solicitation and its attachments and to follow any links available in that

document i.e. requisition, PP etc..
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Autormated sProcurement Systony

Officer:
Conference State Procurement Office  Conference 02/01/2003

| SONCILalons | Location: Date: 10:00 AM

Propocare | L atritian
Solicitation creation

[ EFOICHUITS Amendment Information
Thiz amendment is issued in order to 8 one addtional Line Item to the
Price Sheet, All other Terms and Conditions remain unchanged,
; Clauses i
[ Coniracts | Special Instructions
: Special Terms and Conditions

| Search |
Uniferm Instructions
Eﬂm Uniferm Terms and Conditions

Initially Required ltems

Ikem Status

1. Offer — View Complete

2. Price Sheaet e M Complete

3, Questionnaire B Wiew Complete

W, - 4. Insurance mramasamen Wiy BA, -

Mo ' e 3 —
I ) e e E@mANL BNMERRBT wm

The Special Instructions to Offerors, Special Terms and Conditions, Uniform Instructions and
Uniform Terms and Conditions are readily available for reference through their links.
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To Do List

To Do List

Initially Required Items

ltem Status
1. Gffer ] View Complete
2.PriceSheet = e View Complete
3. Questionnaire @ 0000 —eemeeeee- View Complete
4. lnsurance 000 memeemeee- View MNFA
5BdBend.. | —— View N/A
6. Performance Bond @ - View MNFA
Potentially Required In the Future
1. Clarification Response Not Yet
Required
2. Negotiations Not Yet
Required
3. BAFO Not Yet
Required

To Do List

1. Offer = (203) clicking on "View" allows the evaluator to view that document.
2. Price Sheet = clicking on "View" allows the evaluator to view the pricing offered.

3. Questionnaire = clicking on "View" allows the evaluator to view the suppliers answers to
guestions posed in the solicitation.

4. Insurance, 5. Bid Bond and 6. Performance Bond are not necessary to the evaluation.
Clicking on the "View" links for these opens the documents as they appear in the original
solicitation. These documents will be submitted a hard copies to the State Procurement
Office, to then be scanned and attached the appropriate suppliers proposal.

Potentially Required In the Future

1. Clarification Response: the Clarification Response is based upon questions the
Evaluators may have regarding a specific proposal. The Evaluators type any questions they
may have in their Clarification Questions window and save their evaluation as "pending
clarifications. The PO, if necessary generates a "Clarification Questionnaire" using the
evaluators questions and submits them to the specific supplier(s). Once the supplier
completes the questionnaire, the status of the Clarification Response will be "Complete” and
the evaluator(s) will be able to view them and continue with their evaluation.

2. Negotiations: if necessary this form will be created by the PO with the assistance of the
evaluators. It will then be submitted to the supplier(s).

3. BAFO: if necessary this form will be created by the PO with the assistance of the
evaluators based upon their evaluations and the "Proposal Evaluation Report (PER).
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Iitems To Complete (For Internal Use Only)

1. Evaluation(s) (Printable Eval  -----—-- View Pending

col

2. Clarification Request Mot Yet
Required

3. Proposal Evaluation Report Pending

4. Supplier References Pending

Questionnaire

5. Supplier Meeting Request(s) N/A

6. Negotiations Not Yet
Required

7. BAFO Request Not Yet
Required

Items To Complete (For Internal Use Only)

1. Evaluation(s): Initially this only has a "Create" link for evaluators. When the evaluator
clicks on "Create" the "Evaluator Conflict of Interest" statement opens allowing for the
evaluator to accept its language. The evaluation can then begin on that particular proposal.
Once begun the "Create" link is no longer available and the "View" link is used for access for
the evaluator for their evaluation. The evaluator can also access their evaluation through the
"Evaluations" tab on the main menu.

2. Clarification Request: Once the evaluator has submitted clarification questions to the PO
to generate the "Clarifications Questionnaire," the questionnaire is then accessible by the
evaluator by clicking on the "View" link when active. The questionnaire as completed by the
supplier(s) will be viewable in the previous section covered.

3. Proposal Evaluation Report (PER): When the evaluator(s) have completed their
evaluation(s), the PO will create this report. The PER combines the evaluations of all
evaluators into one report. The evaluator(s) must then click on the "View" link that will be
present here to view and "approve" the report. Evaluation/award cannot continue without the
evaluator(s) approval of this report.

4. Supplier References Questionnaire: this form allows the PO to create a questionnaire
that can then be e-mailed of faxed from the Spirit system to the references the supplier(s)
submitted.

5. Supplier Meeting Request(s): this form generated by the PO sends an e-mail from the
Spirit system to the appropriate supplier(s) regarding any necessary meetings during the
evaluation.

6. Negotiations: this form generated by the PO will be created with the assistance of the
evaluator(s). The form will be viewable from this area once completed.

7. BAFO Request: much like the amendment, the Spirit system generates a duplicate of the
solicitation including the supplier(s) proposal. The BAFO includes a BAFO guestionnaire with
the duplicate so that the supplier(s) knows what specifically to address. It also allows the
supplier(s) to make any changes they feel is necessary in an attempt to address the BAFO.
The BAFO will be viewable by clicking on the "View" link that will appear here. The
supplier(s) response is viewable by the evaluator from the section described previously.
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Payment Terms
Contract Payment net 30 Contract 10 A.R.O. Days
Terms: Delivery:

Confidential Information 7
Attachments | 7

Stammer |l.doc

Payment Terms as offered by the supplier are viewable, as well as the Confidential
Information.

If the supplier(s) submit anything that they feel is confidential, they will have to cut it from its
original document and paste it in this window that will be available to them. The supplier(s)
will have to reference where exactly the confidential material comes from. This information is
viewable to the evaluator(s), the PO, PM, and PA as well as the supplier(s) that submitted it.

Clicking on the "suppliers" attachments to their proposal will open them. There is no limit to
the number of attachments a supplier may submit with their proposal.

Close any attachment(s) by clicking on the windows |E
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Viewing Offer & Acceptance, Price Sheet and Questionnaire
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Automated FProcurement System

Special Terms and Conditions
Unifarm Instructions
m T
7 To Do List
LEVHILEIOITS - | Initially Required ltems
Item Status
1. Offer R View Complate
2. Price Sheet R View Complate
3. Questionnaire e Wiew Complete =
m‘- 4. Insurance e Wiew Y
&, Bid Bond e View R 120
Em &. Performance Bond e Miew A,
Potentialty Required |n the Future —
1. Clarification Response e R Mot Yet
Required
2. Negotiations rsmsanmnn ) Mot Yeat
Required
3. BAFO e | e— Mot Yet
Required
I :
o allallatie e Tk laifaa A s mErA —_
|18 [ ket
ml L) 8 || et debvered imicon.. |[EAD0R: sETRIT - Aatemn [EEmaD i ENHEEEST mm

If you are viewing a proposal in Spirit scroll back up the proposal to view the Offer, Price
Sheet and Questionnaire in the “To Do List.”
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1. Offer
T A . B Ii.ulll =l IES
B ¥ G R ﬂ
[ O D .I::nr:a Trm‘::':gnn {Sales) (U TN
H o ffape it et Iy = ’ - v 5 =
e s il i Privilege Tax License Mo, R el
Federal Employer ldentification BE3TH4213
Ma,
Location Information
Company Joe Azspo Test
Mame
L L | Address: 1211 W Monkey 5t i
Yo are logged in #5 cl Suite 100 1
o el Ustor =i St Phraxas, AZ B85555-1236
[ SUlicTations | 31 larification Information
FTOpD Ul name: Joe Azspo
Evaluatons = Phone: 5555555565 Fax: 5555555555
Electronic Signature =
Initially Required Mtems
T Item Status
(LUTACES 1. Offer peE View Complete
[ Searchn | 2. Price Sheet SRR View Complete
E! 3. Questionnaire e Wi Complete
= ' 4. Insurance e Wi A, - |
5. Bid Bond e Wiew (g1
B. Performance Bond R View R 1720
Potentially Required In the Future
1. Clarification Response e e Mat Yet
Required
2. MNegotiations R R Mot Yet
Required
1] e v i st ) S |19 trtermt
Whstan ||| L) 8 ) || JErovel debvered imican. | b 0on: St - dutsmst. | (B TPRIE: 0B - Micron L heDly PNEERST e

Click on "View" to open the Offer and Acceptance form. This form contains all the information
that is on the present form we use (203). It also will contain the individual that should be
contacted for issues pertaining to the proposal and their contact information.

Click on the "Close" button at the bottom of the form to exit the Offer and Acceptance.
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2. Price Sheet

B T
The “Price Sheet™ will opan. ¥You may scrofl 0o e right to see more detail, howevar, clicking on the “Lins [tem"
‘numbaer link will epen that particular ine ftem te allew the viewing of it and its details,

e sl
Edirena )
Cm Code |
] Commodity Code Description Unit
LW o Code Commadity Gode tem Doseription Manufacturer Pricing Gty % g Tl P
Item ¥ m
- Motor Scooters and Truckstars,
Tm f;q-'r. cl OOTOOn20 fh-l (=)l Pf.-hla-tu:i [Including Golf _ =
irval Latsr si — Carts and Al Tarrgin Viehichas) Flasabiall FP 1 STRBODDD %
[Solicitations | 5 é:f.g"m'“- All Temain
Prop o L .
U o .+_.d-|l,<:-: Seoots and Tr||r.l-:".'!l:|:._
valll 0 = 00700020 Electic Powaned (including Goir
- SRR Carts and All Terrain Vehicles) Fleebsll FF 10 $921500 $c
30002 =
E dr'yﬁ HUZ pdater Scootars
It Total: § 99,950,
o 2L ' o
L] - ™
3. Questionnaire e Wi Complete
= ' 4. Insurance e Wi A, - |
5. Bid Bond e Wiew (g1
B. Performance Bond R View R 1720
FPotentially Required In the Future
1. Clarification Response e e Mat Yet
Required
2. MNegotiations R R Mot Yet
Required

] st e S AEM BRI, i, T

"t""':l o 8 IMMM&.JJM\! T | e e ————

| 5
eIy PNMPENEDT

R

The "Price Sheet" will open. Clicking on the “Line Item” number link (circled above), will open
that particular line item to allow the viewing of it and its details.
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e BT ] o .d_lzli
Price, Manitactisrer and Madal fr A0S SOMGAC, Lt Tast M A E )X :
Proposal Line ltem T s -
Proposal # ADSM-5QRQAC & Ml =
B Line ltem # 1
DOTD-00E0  Mobor Scnémmd Tm-:k?nellrr_-i. Ekecinic Powanad
L | (nciuding arts and All Tarrain Vahicles) -
Yol aie lagged i €l | po70.0020- Al Terain ) =
erval ualor =Tt o002 FP 1 STEROOODD %
(Solcnanons | 51 Grp Encig Gty oM ™ UmiPrce  EdPrice
[ Q FF i Each ®Ma 780000 % 780000
T L Other
Manufacturer: Fleebell EE 10 $9.21500 $—
ﬂ Model: Ringding Dong 11
In
Ite Total: § 99,950,
| LOTATACtS 1. -
w— 2 2 Thase pagaes are mairtainaed by e Anzona Stabe Procurermssnt I |
Cffica
awf = Flease send comments, SUGQestions, or Qquestions to the 515 plate
b 4. Im Adminisiragor A -
5. Bi I W0 Sdats ol Anrnns Nensrdtmant of &cdmirnstraian Arivona A
6. Performance Bond Wisw A,
Potentially Required In the Future
1. Clarification Response R e Mat Yet
Required
2. MNegotiations e R Mot Yet
Required
W] DT P SRR RGR AT, Fral, Ta) 3 |4 intweret

lstare|| | ) @8 S5 | | el doberrad A | 8 JADGA: ST < A, | 48 TSRINT: Price Stest.. | @ SPIRIT: Propossd L Pl BN="EERST  cmm

Click on the “Line Item” number link to view the details of the proposal to the solicitation price
sheet.

In this Line Item, the PO requested the Unit Price, Manufacturer and Model.

. Close . .
Click on the AI button or the windows X to return to the proposal price sheet
Once closed, we click on the second line item number link
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Dhsen
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=l x]
GF |
.E Pmpma.' Line item e
E Proposal # ADSM-5QR0OAC & K onl et =
Lins ltem # 2
Unit I
w_—— ing Qty % pice P
Line ltem # 2 [
00700020 Motor Scooters and Trucksters, Eleciric Powered
[nciuding Golf Carts and All Terrain Vehicles) =
Ccl 00700020~ Mator Scoobers F =
5| | ooo FF { $780000 %
51 Gp Encing Qi oM % UmiPrice EsPrice
Q FF 10 Each M $9.21500 §92,150.00 |:
L Other
Manufacturer: Fleabell FP 10 $921500 $£—
ﬂ Model: Ringding Dong Mach |
In Catalog #  SPOJOE Road/Dit\Water vol, 36 =
Ite Catalog hitp /AW SPOJOETOYS COM Total: § 99,950,
1. LIRL: =
2 Ll catalog Fall '03 I |
3. n| Date: plate
4. In| Part#: PeA, EA |
5. Bi =a,
6. Performance Bond mmmenaen Wiew A,
Potentially Required In the Future
1. Clarification Response R e Mat Yet
Required
2. MNegotiations e R Mot Yet
Required
3. BAFOD e s Mot Yet -
5 W interrat

W] DT P SRR RGR AT, Fral, Ta)
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The PO requested manufacturer and model.

L0 P

Catalog # and Catalog URL,; if you recall that during the solicitation drafting, the Catalog URL
will allow users of the contract to follow the link within a given supplier(s) contract to the
products on contract at the suppliers website.

Catalog Date and Part # were also requested.
Close this line item as you did the previous. Once back at the “Proposal Price Sheet” click on

the close button.
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3. Questionnaire

Answers to questions posed to the suppliars] in the = =150 ] ] =
soligitation wil be viewable hers, =] KA
~ Questionnaire
ialicitation # ADOSO0ET =] G |es =
Instructions i
Answear
Cuestions
L —— =
Yol 8re |ogged i Be 1. How do you...7? =
vl LAl 5| Under normal tnndi:tlnns we...
[ Solications | 5 @ Gompletely identify all exceptions that have been taken to the
rrier Li| specifications,
: U Mone taken.
| EVATURIIONS | Il )
T4 These pages are mantained by the Arizona State Frocuremant Office
n Flease sand comments, suggesions, of questions to the Sie Adménistrator
[c] 2003 State of Angona Department of Administration, Anzona State Frocursment
L Ite Ofica =
| LOTATActs 1.
| Seareh | 2. : — - =
3. Questionnaire Wi Complete
= ' 4. Insurance e Wi A, - |
5. Bid Bond s Wiew (g1
B. Performance Bond R View R 1720
FPotentially Required In the Future
1. Clarification Response e e Mat Yet
Required
2. Megotiations e s Mot Yet
Required

WAston| | 2O 8 2 uwwmm| TR | T Ty T e ——

Click on the “View” link to open the “Questionnaire” response.

the supplier(s) in the solicitation will be viewable here.

Lm0 PNMEREIRT

Answers to questions posed to

Click on the “close” button or windows X to return to the proposal.

NOTE: In some instances, the combination of amount

The detail involved in the evaluation has obviously been simplified for the purposes of

instruction.

After viewing the necessary documents, the evaluator can now return to their evaluation form

to complete the evaluation.

Scroll down to "The Items To Complete (For Internal Use Only) section”

Page 127 of 244



Created on 9/18/2003 1:29 PM Procurement Officers & SPIRIT 1.5

Th AR WEIET - Al et eProeuremment Spstern - Microsefl Inteonel Explones TES
(I o Pt LT e
wrbah - = - Q7 O} Phtewsn [Rifeote ek O] - G o1 (=]

[T S T ————————— =] e |eks =
natest] sl .mr-unl\.I bty |
&. Bid Bond S Wiew P, =
{ 6. Performance Bond —_— Wienw A,
FSOlICIalions | Potentially Required In the Future
I Proposale | 1. Clarification Response R P Mot Yeat
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[EVAIERITE. | 2, Negotiations = | == Mot Yet
Required
3. BAFO e e Mot Yet
r et Required
LU Other
[Search | 1. Salicitation Tabulation View A,
Items To Complete (Farlm-'ndmn Cinly)
M 1. Evaluation(s) (Printable Eval ——— Miew Pending
col
2. Clarification Request e Mot Yet
Required
3. Proposal Evaluation Report mevrermr | et Pending e
4. Supplier References e s Pending
Questionnaire
5. Supplier Meating Requestis) R e [ 110
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Click on the "View" link to open the evaluation form draft. The evaluator can continue from
where s/he left off.
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Evaluations By Evaluator
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oo
Evaluation Criteria | Proposal e
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" | Conformance to Terms & Condtions and o Scope of Work 400
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: e 100
 Seareh '
= Ewaluator Status Total C1 C2 C3 C4
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Clicking on the "Evaluation Criteria" link will open a view of the evaluation criteria as listed
below in the "Evaluation Criteria Key."

Clicking on the "Proposal” link will return the evaluator to the suppliers proposal (we used this
link to enter the proposal for the review). A link back to the proposal is also available from the
evaluation form.

To access their evaluation form the evaluator must click on their name link.

Note: C4 100 is the score given to the cost as offered by the supplier. This score is
generated by the Spirit system and can be edited by the PO when drafting the Proposal
Evaluation Report (PER).

When an evaluator or any user returns to any draft form they have created, it will be in view

mode only. You must click on the "edit" . icon to make any changes.
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Once in "edit" mode, scroll to the bottom of the screen to the evaluation criteria. Within each
criterion is the evaluators comments and points score. The PO has access to fields to allow
for the input of a more merged and coherent language for the PER.
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The "Evaluator(s)" enter any relevant remarks regarding the suppliers proposal to the
solicitations evaluation criteria. These may be what s/he considers "Strengths" or
"Weaknesses."

This evaluator may be unclear on a number of issues with regard to the suppliers
conformance to the Terms and Conditions and to the Scope of Work. He will make notes to
that affect and not consider what the scoring for this category might be until the issue is
clarified. If an evaluator needs clarification s/he clicks on the "Clarification Questions" link
above and types in any questions. Once the questions are typed in, the evaluator would
submit the evaluation to the PO using the "Pending Clarifications" status. This will allow the
evaluator to return later to evaluate other portions of the proposal as well as return to
complete the evaluation once the supplier has responded to the "Clarification Questionnaire,
that the PO will draft and submit to them.

In this instance, the evaluator is unclear as to a couple of issues with regard to the suppliers
response to "Criteria 1." He will make comments to that affect with the intention of creating
"clarification questions," so that he can continue the evaluation of that criterion at a later time.
These questions will be entered by clicking on the "Clarification Questions" link.

The evaluator having read the proposal may enter evaluation notes on the other categories,
as they may be edited anytime prior to their submitting the "evaluation form" as complete.
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He will also enter a score. Remember that this document is a draft until submitted to the PO
as complete. The score entered at this point does not need to be the final score he may
enter.

The system will average the scores of all evaluators, which the PO, when creating the
Proposal Evaluation Report (PER) can alter if deemed necessary.

Comments for each of the criteria will have to be entered. For each category, you may have
selected, “Strengths” and “Weaknesses” as this evaluation criteria does. A comment will
have to be entered in at least one for each of the criteria, including cost. The Spirit system
calculates the “Cost” score, however, with cost, as well as the others, the PO can override the
score.
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Clarification Questions

Now that the evaluators point scores and comments have been input, we will scroll back up to
the "Clarification Questions" link and enter any clarification questions.

Click on the Elarification Questions |ink.

If the evaluator is unclear as to the meaning of something in a proposal, the evaluator would
click on the "Clarification Questions" link to type the issues/questions. The PO can then
generate a "Clarification Questionnaire" to submit to the supplier if warranted.
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If the evaluator has more that one question, s/he may click on the "ADD" button to create
more fields for additional questions. This functionality works like the Questionnaire in the
solicitation drafting process. Although, this questionnaire cannot be saved as "draft." The
evaluator will have to note questions then type them or paste them in all at once.

The evaluator types the questions in this window. Use the "Up" and "Down" arrow buttons to
rearrange the questions if necessary. As in the image above, only a “Down” arrow is
available. Once other question fields are added, the “Up” arrow will be available as well.

Clicking on the i button adds more question fields. You may use the numeric drop

down menu to add more than one at a time. Leave any blank question fields at the end of the
form so that they do not appear to other people (PO) viewing them.

To repeat. If the evaluator decided not to use an added question field, they would just leave it

blank. Also, if a PO or another evaluator could answer the clarification question(s), the PO
would not need to include all questions submitted by the evaluator(s).
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Once complete the evaluator clicks on the _l button. The PO will access the
guestions when the evaluator submits their evaluation form as Pending Clarifications.
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This evaluator has gone as far with his evaluation as he can at this point. The "status" for the
evaluation for this proposal can be either saved as "Draft" or "Pending Clarifications."

As the evaluator needs clarification(s), he will set it as "Pending Clarifications" so that the PO

will be notified of the existence of "clarification questions.” If necessary, the PO will create a
"Clarification Request."

Click on the "Submit" button to complete this stage of the evaluation for this proposal.
Once submitted you will be returned to the proposal.
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Evaluation

Clarification Request

In drafting the Clarification Request the PO can go into each individual evaluation form and
view the questions as posed by the evaluator(s). Or the PO can begin the draft and view the
guestions as the request is being drafted.

Clicking on the M button adds more question fields. You may use the numeric drop

down menu to add more than one at a time. Leave any blank question fields at the end of the
form so that they do not appear to other people (PO) viewing them.

To repeat. If the evaluator decided not to use an added question field, they would just leave it
blank. Also, if a PO or another evaluator could answer the clarification question(s), the PO
would not need to include all questions submitted by the evaluator(s).

My Evaluations
By Proposal Number

Proposal Number Supplier Evaluator Status
ADD40061-A1 - Solicitation Creation

Joe AZspo

ADSMSQOROAC Test

eval uatorfaz.gov FPending Clarifications

At the "My Evaluations By Proposal Number" screen, click on the appropriate proposal to the

solicitation being evaluated. In this instance ADSW-SURUAC

The previous action opened the "Evaluation Form" that contains the "clarification questions."
Note that the status of the evaluation is in red at the top center of the evaluation form.

Evaluation for Joe Azspo Scooters (AD040167)
Proposal # ADSM-5YULKU
Pending Clarifications

The POs view of the evaluation form of another evaluator will always be in "view" mode to the
PO. ltis during the drafting of the "Proposal Evaluation Report" (PER), that the PO will be
able to make changes to the language used by the evaluator for that report. The language
changes however, will not change that which the evaluator typed in the evaluation form.
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The PO can then read the clarifications the evaluator needs. The answer to the clarification
questions may be apparent to the PO or another evaluator so that submittal of a request to
the supplier would not be necessary. However, if a request is appropriate, the PO must
return to the "lItems To Complete" section of the proposal and create a "clarification
guestionnaire"

. . Close .
To close the window click on the button or the windows X.
Either click on the proposals number link from My Proposals or after closing the clarification
questions, click on the "Proposal” link to return to the proposal to create a “Clarification
Request.”
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Once in the proposal, scroll down the screen to the "ltems To Complete" section

2. Clarification Request, click on the M link (circled above).
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The “Clarification Request” has been generated. This request is like the other questionnaire
based forms you will find throughout the procurement process in the Spirit System.

The PO must type instructions to the supplier for the request.
If additional question fields are necessary, the PO can include more by clicking on the

Add : . .
—l button. To add more than one at a time select the appropriate number of questions
from the numeric drop down menu to the buttons right.
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The Spirit system has been programmed to allow the PO to select the question(s) from a form
so that they do not need to be retyped. This functionality is much like the "question bank"
used when creating a questionnaire when drafting a solicitation. The difference being that the
PO is selecting from the questions as typed by the evaluator.

Click on the ﬂl button to the right of a question field to open the SPIRIT: Clarification
Questions window that contains the questions as written by the evaluator.

To select a question to include; click on the questions link. In the image exported from the

Vwhat |5 the..

demo,

- is the question selected
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The question selected is now incorporated into the form. This question can be edited as
appropriate.

To load the second question into the form click on the appropriate select button. If you
were to click on the select button for question number one (which already has a question),
this new selection would replace the previous.

Rather then include a second question; it is left blank. This may be due to a bad question or
that the PO or another evaluator knows the answer. Leaving the second question blank will
exclude that field from the request. There will be no indication that this question ever existed.

NOTE: Had the PO included the second question s/he could have rearranged the order of
the questions by utilizing the "Up" or "Down" arrows beneath the select button.
As the evaluation form for the second evaluator has a status of "draft" the PO clicks on the

Ml button with the "clarification request" as draft to enable the inclusion of any
questions from the second evaluator if submitted.

Regardless of the save as status selected, once submitted, you will be routed back to the
proposal that you created the “Clarification Request” for.
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Having received no additional questions from the second evaluator the PO returns to the
proposal to submit the clarifications to the supplier. Had clarification questions been submitted
by the second evaluator the PO would have repeated the steps taken previously. As the
“Clarification Request” has been saved as “Draft,” the PO would have returned to the
previously created request. The second evaluators questions would have been added to the
guestions the first evaluator wrote. The PO would then have been able to add additional
guestion fields and selected the questions to add to the “Draft” clarification request.

T Ao WL A senated efrrarsmend Spstem - Ficrussl Deoe Beglones alllx
Fis Pl ‘Wew Favortes  Toaoh  Felp

i Bach - =8 2 A 3 Dsesd [fiteoten e 8 G- O =1 (H

Eciiomns. [ ] hetma o et et sar oo gl stona PSRRI TSR rad

—SPIRI
Automated sfrocurdment s‘ﬂ‘lt‘"\

¥ L -
You ar logoed in &S Paotentially Required In the Future
Pete hMahnke 1. Clarification Response R P Mot Yat

[RequIsitions | Required
eoncanone | 2. Megotiations e B Mot et
I : Required
[ PTRPOSSE 3. BAFO | Nat Yet
 EVATURIonsS | Regqiired
Other
1. Solicitation Tabulation i MU,
items To Complete (For Internal Lise Gnly)
[Contracts | 1. Evaluation{=) {Printable Eval Wiew Pending

: el
2. Clarification Request View Draft

3. Proposal Evaluation Repaort Pending

(Uther |
| Search |
ﬁg 4. Supplier References Create Pending
Questionnaire [
SEE

5. Supplier Meeting Requests) Create View A

B. Megotiations e e Mot et
Required

7. BAFO Request R e Mot Yet
Required

o 8 @ v N
'!t,un.] o = 'MMM& & S ADA: SETIRET - Austesm ey OENYEEIT e

Return to the proposal that the “Clarification Request” was created for and scroll down to the

“ltems To Complete” section. Click on the Vlﬂ link for the "Clarification Request"

Page 141 of 244



Created on 9/18/2003 2:23 PM Topic: Evaluation 6

TN AL BRI T AL bt ol % Dol BTseT i - i psaaa, il vt ey =& =l

P Dt e Fevies ook s -
domad e = 0 Q] Q) Dt [reoe Beede o8 5 O S 5]
ki (] Wt et . gos ook dtare PR [ R nal =] e | =

=SPIRI

A nited e F e Yl b

Clarification Guestions F
Please answer these questions so that we can complete your evaluation.
1 What is the...

Thesa Dapas ore Martained ty e Anzona Staie Procummeant Office
Plagse 5end COMTas, SUDJesions, of questions b the Sis A msalcs
() 2003 Siats of Anzona Departmant of ASmunisErahon, ANZona Stale Procuramsm Cmce

I.I'nnuum-u-mawhm-mr-lihu L T e e BN

Mumt] |08 5 Iﬂ._._._! u;-rrr e LEmDiQEHNMARED cum
As with all documents that have been previously begun, the request will be in view mode.

Click on the "edit" &l icon to open the request in edit mode so that you can complete the
form.
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Note that the second question field that was unused is no longer present.
Since no further question are necessary, change the status to "Submit to Supplier for
Completion" and click on the Submit button. You are once again back at the proposal.

The "Clarification Request" is complete. The supplier will receive an e-mail notification alerting

them to the existence of the request. Once they have addressed the request and submitted it,
the PO will receive an e-mail from the Spirit System notifying them of the requests completion.
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The Arizona State Procurement Office (AzSPO)

conmacts | The Arizona Department of Administration, State Procurement Office, is
: the central precurement authority for the State of Arizena. Procurement is
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At this point, the evaluator returns to address the suppliers response to the "clarification

request."

Click on the _ tab.

Note: the user could also reach the proposal by clicking on the "Evaluations” tab.

Click on the M‘f PI‘OPGSEE tab from the sub-menu.

My Proposals
By Soficitation Number
age loaded 03 at 02 5

Supplier Proposal# Type Status
ADO4A0061-A1 - Solicitation Creation

ADSh-
Grants Tombs EQRSYO) RFFP  Complete

ADSh-
Joe Azspo Test EOROAC RFF  Complete
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ADSN-

Click on the appropriate proposal number link SURGAC Once in the proposal scroll down
to the "Potentially Required in the Future" section where the "clarification response" from the
supplier is accessed.
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The status is how "Complete” and the "View" link is available.

Click on the "View" link to access the response.
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|

I il =] bl B
Froposal ADSM-5QROQAC Solicitation  ADOS00E61-A1 =]
¥ #+
| Date 08/08/2003 Date 02082003 02:32 PM =] e [
Created: Submitted:
Clarification Guestions
Instructions h
Please answer these guestions so that we can complete your
evaluation
Questions -
in| 1. What is the...
Itx| The .. is ..
1
2,
3.| Supplier Atachment to clarification.doc I
4.
6. ]
g‘ 1ey ana Siate Procuremant
1 b =
S e e e
2. Negotiations e s Mot Yet
Regquired
3. BAFO ———— — Mot Yet
Regqguired L |
Cither
1. Solicitation Tabulathon Wiew [
Items To Complete (For Internal Use Cnly)
1. Evaluation(s) (Frintabie Eval Wiy Pending
cob
2. Clarification Request e Complete £
D ol e |

eIy OmMMEEEET s

The response opens with information regarding, which proposal, solicitation, the date the
"clarification request” was created and the date the supplier submitted the response.

The instructions to the supplier, question(s) posed to the supplier and the suppliers response
is located at the middle of the screen.

The form used for the suppliers response includes attachment functionality.

Open the attachment by clicking on its title link.

The attachment opens and can be saved outside the Spirit System if you desire.

To close the document, click on the windows

Ux

e . Cloge .
To close the "clarification response” click on the AI button or the windows X.
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Having read the response, the evaluator can then complete their evaluation form. Once all
evaluation forms are completed, the PO can then create a "Proposal Evaluation Report"
(PER) for each proposal. The report will combine all evaluators evaluations. If the PO finds
that some of the evaluators comments could use a little sprucing up, s/he will be able to make
those changes as s/he drafts the report. Once the reports are complete the evaluators and
the PO will have to sign off on or approve the PER.

Scroll to the bottom of the screen to access the evaluation for this proposal.

View

Click on the link to access the evaluation
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The "Evaluations By Evaluator" screen loads.

Click on the evaluators name link to access the evaluation draft. In this instance we have
been following the evaluation of Eval Uator €&l UaLor/&az. goy
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The evaluation form oiens in "view" mode. See image previous page.

Click on the "edit"

icon to make the changes

Note the evaluations status is “Pending Clarifications.”

Scroll down the “evaluation criteria” section so that you can complete the evaluation
comments/score that were not completed before.

Note that clicking on the "Clarification Questions" link would bring you to the questions, not
the supplier response
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The evaluator now enters the score and comments for this evaluation criteria category. Once
that is done and the evaluation is done, scroll to the bottom of the screen to submit as

Submit

complete. Change the "Save as:" status to "Complete" and click on the 4| button.

The evaluation is now complete for this supplier. If there are other evaluators involved, they
must complete their evaluations as well, before the PO can create the Proposal Evaluation

Report (PER).
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Proposal Evaluation Report (PER)
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4 and participating members of the Cooperative Purchasing Partnership,
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universities, counties, cities, school districts and qualified not-for-profit
arganizations.
1_‘|;ttp-:r;w;tr;t.qanrMﬁ.ﬁﬂ.m'mwwuwm-—m : o 1 £ [ sobwnet -]
lstart|| | 2} 8 5 | | el debeered Apcieon . || & ADMA: SPTRIT - Autom_ el DSNEEIC e

The evaluations for the two suppliers proposals to the solicitation have been completed. The
PO will now go into each proposal and create the "Proposal Evaluation Report (PER)." As
mentioned previously, the PER is a report created for each of the proposals to a solicitation.
The report is created to illustrate the averaged or combined evaluation(s) of the individual
evaluators on an evaluation committee and it edited to serve as a summary of remarks.

NOTE: When the PO has completed the draft of a PER it must be submitted to the evaluators
for their approval. HOWEVER, once submitted it is no longer editable. When you are
satisfied with the report inform the evaluators so that they can review the draft report(s). This
will allow them to make comments and will allow for consensus prior to submitting the report
for approval.

Click on the IREORDOSAISINN i« Ciick on the MY Proposals ;. rom the sub-

menu.

At the "My Proposals By Solicitation Number" screen scroll down until you reach the proposal
you wish to begin the PER for first.

ADSK-
Click on the proposal number link SURSYU of the proposal you wish to start with.

Once in the proposal, scroll down the screen to the "ltems To Complete" section.
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3. Proposal Evaluation Report - click on the M link (circled above), to begin the

draft.

Note that the status is "Pending." Also that the "Create" link was not available prior to the
completion and submission of the evaluation(s).
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Take a moment to familiarize yourself with the data available in the "Proposal Information"
section of the PER.
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Criteria (Points) @ Pts Max
Pts

- 1. Conformance to Terms & Conditions and to Scope -

of Work

Calenorias:

Strengths eval Uatorfaz oy (300)
Mot too strong
Fete Mahnkel/Arnzona State Procurement Office (390)
Extremely....

YWWeaknesses eval uatorfaz.goy (300)

Yt not too weak

Fete Mahnkel/Arizona State Procurement Office (390)

The image above is just one of the criteria to illustrate the format of the report.

It is this section below the proposal information section where the PO will create the PER
based on the "evaluations.” All evaluators comments will be listed for each criteria, so the PO
will have the use of these comments for this reports creation. The language the PO uses for

this report will combine the comments and type that in the “Strengths” and/or “Weaknesses”
ilzlleN(highlighted in dark blue)]

It is only necessary to make comments in one of the two fields. Either in the "Strengths" or
"Weaknesses" categories field. Even if you have included other criteria, it will only be
necessary to comment in one of the fields. Basically, whichever one you deem most
appropriate.

Note the comments of each of the evaluators, as well as the score they awarded for the
category (highlighted in aqua). The eval uator made comments for both “Strengths” and
“Weaknesses,” Pete Mahnke only made comments in the “Strengths.” The 300 and 390
points score even though repeated is only counted once.

The Spirit System averaged the scores of the evaluators for this criteria (highlighted in
yellow). Also note that the "Maximum Points" available is viewable .

If the PO deems it necessary, s/he can override this score by typing in the "Points" field
(highlighted in yellow).
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Criteria (Points) ¢ Pts Max
Pts

- 1. Conformance to Terms & Conditions and to Scope
of Work
Categorss:
Strengths eval Uatorfaz.goy (300)

Mot too strong

Fete MahnkelArizona State Procurement Office (390)

Extremely.. .

IWE need. |
Weaknesses eval uatorfaz gov (300)

Yet not too wealk

Fete Mahnke/Arizona State Procurement Office (390)

The PO made the combined comments for the “Strengths” (highlight in aqua) and adjusted
the score from 345 to 350 (highlighted in yellow).

The PO will do this for each of the criteria from the evaluation criteria in the PER, for each of
the PERs created per proposal.
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4ot N0

Calepories:
Strengths eval uatorfaz goy (90)
Mot as good as the other supplier
Fete WahnkefArizona State Procurement Office (90
$10K higher than Azspo Test
I
YWWeaknesses eval uatorfaz goy (90)

Fete Mahnkel/Arizona State Procurement Office (90)

We've skipped down to the Cost criteria to illustrate that neither the PO nor evaluator(s)
assigned a score to Cost. The Spirit System generated this score using the cost formula.
The PO can, when drafting the PER adjust the Cost score. This will be important if the
formula in Spirit is not appropriate to the Cost portion of an evaluation. It also holds
importance when and if the evaluation goes to BAFO. If any of the suppliers change their
pricing during BAFO the score is not reprocessed by Spirit. When and if you go BAFO a PER
will have to be created for that as well. To generate the PER, Spirit duplicates the evaluation
with its scores used in the first PER. So for instance, as the PO changed the score in the first
criteria from 345 to 350, Spirit will duplicate the numbers it first averaged, 345.

Note the Spirit System requires that comments be made in at least one of the "Categories" for
"Cost" as well.
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If the report is satisfactory to the PO, s/he can change the "Save as" status to "Submit to

Subimit

Evaluators for Approval" and click on the button. Otherwise it can be submitted

as "Draft."

REMEMBER that you will not be able to edit the PER once it has been submitted to
evaluators for approval. Notify evaluators that the draft PER is available for their review and

comments. Once all are satisfied, submit each PER for approval.

After submitting the PER to the evaluators, the PO is returned to the proposal the report was

created for.

Click on M'.'l'" Prnpnsals from the sub-menu to access any additional proposals

submitted to the solicitation so that PERs can be created for those as well.

Note: during evaluation it is not necessary to wait until all evaluations are completed for all
proposals before creating a PER. You may create a PER for any proposal for which the

evaluation has been completed.

We will assume that both PERs have been submitted to the evaluators for their approval. If
all goes as according to the discussions you have had, the approval process should not be

too long.

Once approved, you the PO will go into the PERs last and complete the loop.
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Once the evaluator(s) have approved of the the PER, the PO must access each one and
approve them as well. Once this step is taken, the evaluation process can continue, prior to
this the PER is not complete.

Click on the _ tab. Click on the M'.'b" Prnpnsals link from the sub-

menu.
As done when creating the PERs locate and click on the proposal number link of the
appropriate proposal(s), and click on the "proposal” number link

Once in the proposal, scroll to the bottom of the screen to the "lItems To Complete” section.
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Click on the Vlﬂ link under 3. Proposal Evaluation Report to access the report.

Note the status is "Pending Evaluators Approval." Regardless of whether or not the PO is
one of the evaluators for a given solicitation, the Spirit System will consider the PERs status
as this until the PO makes the final approval. However, if the PO is included as an evaluator,
he or she will have to approve the PER twice. Once in the capacity of an evaluator and finally
as the last approval as PO.

Once in the Proposal Evaluation Report, scroll down to the bottom of the screen to approve
the PER.
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teost = - = [ 00

Categories:
Strengths eval uatorfaz qow (100]
Mot horrible pricing
bill billAccountancy Board (100)
bestprice
great pricing
Weaknesses eval uatorfaz.goy (100)

bill billlAccountancy Board (100)

- Totals:; 1000

Evaluator Approvals
eval uatorfaz.gov on 0970872003 at 04:09:11 P
Rill killfAccountancy Board on 09/0872003 at 04:09:36 P

To complete the report click on the button (outlined in blue).

Note that the Spirit System has recorded the approval of the evaluators. This includes their
name, agency and the date/time that they actually approved the report. Once approved by
the PO, Spirit will add their name to the list of approvals.

Once approved the PO would then move on to the next proposal(s) and approve those as
well to complete the reports.

Note: If the PO is included as an evaluator in a procurement s/he will only need to approve
the PER after the other evaluators have approved it. S/he will not have to return once as an
evaluator and then again as the PO.
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IFB Evaluation

This section covers the two ways (or options) for Evaluating and Awarding an IFB.

In Option 1, the PO generates an Evaluation Form which gives those involved an area to
record comments on pricing and specification conformance, etc.

The PO then generates a Solicitation Evaluation Report, which, generates a checkbox list of
the Offerors. Those checked will appear in the Tabulation for award.

Option 2 skips the Evaluation Form step. In this way, if comments are not necessary as is
most often the case, and the Bid is awarded to the lowest conforming Bidder.

The PO generates the Solicitation Evaluation Report in preparation for the Tabulation for
award.

To continue; Click on the supplier proposal number link to open the proposal at the Proposal
by Proposal Number screen.

NOTE: No system generated evaluation form is necessary to award a bid. The PO can
immediately move to the contract step if appropriate.
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Click on the proposal number link( 57HUSG ) to begin your review/evaluation.
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Scroll down to the To Do List and click on the M link for 1. Evaluation(s), (Conflict of
Interest statement). Once you accept the statement, an evaluation form will be generated.
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2537, 41-2538 and 41-2578. The person shall disclose on this staterment
any contact unrelated to the pending procurement that the person may
need to have with a representative of a competing offeror and any contact
with a representative of a competing offeror during evaluation of proposals
except those contacts specifically authorized by sections 41-2534, 41-
2537, 41-2538 and 41-2578. A person who serves on an Evaluation
B Committee who fails to disclose contact with a representative of a
competing offeror or whe fails to provide accurate information on this
staternent is subject to civil penalty of at least one thousand dollars but not
more than ten thousand dollars.

Evaluator Signature
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. . . Accept .
After reviewing the Conflict of Interest statement, click on the _pl button to continue.
If you Reject the statement the user will not be able to view and evaluate the proposal to the
IFB.
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Once accepted, the system will generate a form like the above; for notes. As will be shown in
Option 2, the PO could decide not to make any notations as the IFB is awarded by price.

In this instance, the PO feels it necessary to make comments regarding the Offer (and has
made them).

When complete click on the M button

NOTE: although there is no Draft status, SPIRIT will allow the user to return and include

additional comments if necessary prior to contract. Also, note the Proposal link. This link can
be used to refer back to the proposal being reviewed.
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Once the PO submits the comments to a particular offer; the system returns the user to the
Evaluations screen.

The comments have been made (remember, the PO can return and add more comments if
necessary, prior to creating a contract draft), to the offer. The next step is generating the
Solicitation Evaluation Report or SER. The suppliers selected in the SER are those that the
PO would like included in the Tabulation for award.

The PO must go into the solicitation to generate the SER. From the Navigation menu click on

My Solicitations then click on the Solicitation number link AD040163-A1 . From the list of

solicitations. Or you may navigate via My Proposals and click on the solicitation from there.
See image next page.
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As described on previous page. Clicking on the solicitation number link from here gets you
there too. Try navigating around in SPIRIT, you will find many different ways to get to the
same locations. Likely you will find a route that suits you.
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Once in the solicitation, scroll down to the bottom of the screen to the Related
Documents\information. At number 7. Solicitation Evaluation Report, click on the

View i
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The suppliers that submitted offers/proposals to the solicitation will be listed here. Itis
necessary, as the statement in green indicates to select those suppliers that you want to
appear in the Tabulation (for award). Selecting the suppliers, lists those to be awarded at the
Tabulation when created. However, nothing in the system requires that you award to all that
have been included in the SER. If for some reason the user wished to see all the suppliers
that responded, in the Tabulation, he or she may.

-

Click in each checkbox

Subimit

to the left of the supplier(s) you want in the Tabulation. Then click
on the 4|button

Note: if no suppliers are selected from the SER, no contracts other than the Main contract will
be generated. Failure to select suppliers to actually award to is not reversible in the
application. Speak to your SPIRIT System Administrator if this happens.
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After clicking submit, you will be returned to the solicitation. Scroll to the bottom of the screen
to the Related Documents\Information section of the document.

At number 7. Tabulation, click on the M link. This will generate the Tabulation (for
award). It is on this screen that you will select which line items, groups, etc. by supplier to
award to each.

NOTE: Once the Tabulation is produced it is not necessary to award to all those listed.
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When the Tabulation opens a tabulation of the suppliers selected for the SER will be listed by
line item and suppliers by that line item.

Click in the appropriate checkbox [ to Award each line item and to whom.
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Once the selections have been made, click on the Mlbutton at the bottom of the
screen.

If you find that you selected a supplier or suppliers incorrectly, you may click on the View link
at number 7. Tabulation from the solicitation screen. You may then change any selections
you may have made in error.

Note: reselecting/deselecting awards is no longer possible once the user has clicked on the
Create link for 8. Contract.

After clicking on the Submit button at the Tabulation, the user will be returned to the
solicitation. Scroll to the bottom of the screen to the Related Documents\Information section,
as this is where the user will generate the Main Contract.
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If you are ready to award the contract(s), click on the Mlink at 8. Contract. This will
generate a draft copy of the Main Contract. As previously described; the Main Contract is the
base document that all other contracts for this solicitation will draw data from. Once the user
has entered terms, etc., attached the appropriate documents and is satisfied with the
document, he or she will change the status of the Main Contract to Complete and click on the
Submit button. This action will generate the individual supplier(s) contract.
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It is necessary to select the appropriate Contract Information. Begin by selecting the Start
Date, then enter the term* of the contract. You must then click within the checkbox to the left
of Contract Extension Allowed (if an extension is allowed), and the maximum extensions
possible. Checking Contract Extension Allowed instructs SPIRIT to allow for extension
amendment functionality at the end of the term. If this selection is not made, SPIRIT will close
the contract at the End Date and not allow for an extension (the SPIRIT Administrator should
be able to straighten it out if you award incorrectly.

*|t is only necessary to enter the Start Date as the End Date will calculate according to the
Term entered. The calculation does not take place immediately and will only be apparent
once the document is submitted. Best practice is to submit the contract draft as Draft and
note that the calculation has taken place and is what you expected.
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Attach any documents necessary to the Main Contract. An example may be additional
evaluation paper work (more likely in an RFP), required to appropriately come to an award
conclusion.

Be sure to attach all files that you want included with the Main Contract. If this is not done
before you have submitted as complete you will not be able to do so later. You may,
however, attach documents to the supplier(s) contract(s) even after the contracts are
considered complete.

If you absolutely must have a particular file attached to the main contract that you failed to
attach prior to completion, contact your SPIRIT administrator.
If the contract is ready for completion, change the Save as: to Complete and click on the

submit . . , . o
_lbutton. This action will complete the Main Contract and generate any individual
supplier contracts.
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Once the user clicks on the Submit button, they will be returned to the solicitation. Scroll
down to the bottom of the screen to the Related Documents\Information section. Then click

on the Vlﬂlink at 8. Contract to view the contract(s).
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The Main Contract (always designated 0) will be listed, as well as any individual supplier
contracts. The Supplier contracts generated have a Complete status and no additional input
is necessary. Although, if you have documents/files you would like to attach to an individual
contract(s), you may do so. Support Staff also has this functionality.

Note: SPIRIT will send an Award notification e-mail to all suppliers awarded. SPIRIT will also
send an Unsuccessful notification e-mail. Whom to send what is calculated based on your
selections in the previous steps covered.

Next up, we will cover Option 2 with regard to awarding an IFB.
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IFB Evaluation/Option 2

Option 2 for evaluating and awarding an IFB is very similar to that which was just covered.
This segment covers the process, which basically skips making any notes/comments to a
proposal.
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If detailed comments are not necessary regarding your review of proposals to an IFB, the user
can skip to the SER section at the Related Documents\information section at the bottom of the
solicitation.

Click on the M link for 6. Solicitation Evaluation Report
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Once generated (SER) click in the checkbox (es) r to the left of the suppliers you wish to
appear in the Tabulation (for award).

Then click on the Mlbutton.

Page 174 of 244



09/15/2000 Topic: |FB Evaluation

Th AR WD Al erviated efrocurerniont Sysbem - Mool nkernel Bnprlores prasided by AOR LAS alllx
Fis [l Wow Faoitss Tool  Help

Gatarh = = - Y (2] Y| Diseah [agfeeres Pese 8| L. G oA (6] [T

eddoess () hetps:(fspm ittt . gov ppkcanons [P IRIT o ot

SPIRIi;

Autoenated sProcuiement Sygtem

Comments:
| REGUISITONS | Mane
Attachments
ADDL0163 pdf
Propo misc.doc
5 Related Documentsinformation (For Internal Use Only)
[ EValdatuons |
- 1. Amendmant(s) Create e
| LOniracts | 2. Tabulation Wiew
i — 3. Proposals View
Bl — 4. Evaluation(=) — Wiew
- 5. Proposal Evaluation Reports MiA
M 6. Solicitation Evaluation Report e
7. Tabulation Create
B, Contract
I | E | ERSolicitation Review Comments
1) W;WTMWF. AT, rmaie') 8 [ et =
Wfstane| | 8 2 ) B || vk dekerre dpcen | [EADAA SR - Autom_ Llmgl JANYEEQEST sman

With the suppliers selected in the SER, you may now create the Tabulation (for award), by
clicking on the M link at 7. Tabulation.
Note: if no suppliers are selected from the SER, no contracts other than the Main contract will

be generated. Failure to select suppliers to actually award to is not reversible in the
application. Speak to your SPIRIT System Administrator if this happens.
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Two suppliers responded to this solicitation and one line item each will be awarded. Click

within the checkbox (es) [ to select which lines to award to whom. Once the selections

Submit |

have been made click on the button.
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Again, upon submission, the user is routed back to the solicitation. Scroll to the bottom of the
screen to the Related Documents\Iinformation section.

Click on the M link to 8. Contract to generate a draft Maln contract.
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You now have a draft Main contract, which you may set up as necessary. Please refer to the
section that covers option one for instruction on the completion of your contract.

Page 177 of 244



Created on 6/28/2004 10:41 AM Section Four A

Supplier References
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Tombs Modified: [
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General Information

1 rilfill

Title Solicitation Creation
Solicitation ADO40061-A1 Solicitation RFP
MNumber; Type:
Procurament  Pete Mahnke/Arizona State Procurement Office
Officer:
Conference State Procurement Office Conference 08/01/2003
Location: Date: 10:00 AM
Description
Solicitation creation
Amendment Information _
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If you have requested references in your solicitation, Spirit allows you to create a "Supplier
Reference Request."

The PO creates the request and enters the references e-mail or fax number. When
submitted, Spirit sends the document out to the appropriate reference.

Since the reference is not part of the Spirit System any response to the reference request will
have to be entered manually by the PO. You will need to be sure to enter any contact
information necessary to the reference so that the response can be returned to the
appropriate place. This is due to the fact that any notification e-mails generated by Spirit are
sent from the server rather than a specific person.

Once in the "proposal” that you wish to create the reference request for, scroll to the "ltems to
Complete" section at the bottom of the proposal.
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4. Supplier References Questionnaire

Click on the M link to begin a draft of the "Supplier References Questionnaire."
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Supplier Reference Request
Proposal # AD0400671-A1
Draft

@ = Required Field

Reference I
Ref #Name EMail Fax
Mote: Elail or Fax required Mote: EMail or Fax required

1 ] | |
2 | | |
3 | | |

o Instructions

Please answer these reference gquestions regarding. ..

Add 1 -

Bl I B

e‘l‘

Save as: # Draft ~ Complete

Submit ‘ Rezet |

The Supplier Reference Request is created. The Reference section contains the area for
entering the contact information. It allows for the use of an e-mail address or fax number.
The system allows for up to three references

It is necessary to enter instructions to the individual or company receiving the reference
request. They may not even be aware that they may receive this.

This instruction field is a good place to describe what this is about and how to contact you
and/or return the request response to. Remember, the document that the reference contact
receives will be from the Spirit System if they try to respond to Spirit, they will be
unsuccessful.
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Like the "Questionnaire" in the solicitation, you may add additional question fields so as to
include as many reference questions you feel appropriate.

More than one can be added at a time by the selecting the number from the number drop
down menu.

Note: once a second question has been added to the reference request, the "Up" and "Down"
arrows that you should becoming familiar with will appear to the right of this and additional
fields. You may rearrange the order of the questions as you wish.
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Once you have entered all the reference questions, you may save the request as “Draft” and
return to it later to send out or as in this instance set the “status” to “Complete” and click on

the MI button

Once submitted you will be routed back to the proposal the reference was created for.
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Supplier Reference Response(s)
The PO has received the responses to the "Supplier Reference Request."
You must then return to each "proposal” and type in the reference responses.

Scroll down to the "ltems To Complete" section of the proposal.
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Click on the Vlﬂ link at; 4. Supplier Reference Questionnaire."
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Suppplier Reference Request
Proposal # AD040061-A1

Reference . |/
Ref #Name EMail Fax

1 Joseph Azspo joe_azspo@hotmail.com

2 Fred Henkelblecken 6025425508

3

All Responses

Reference Status eMail Fax
Joseph Azspo Diraft joe_azspoi@hotmailcom 0 e
Fred Henkelblecken Draft - E025425508

Please answer these reference questions regarding...
1 Would you please describe...

The screen for the "Supplier Reference Request" has changed slightly. It now includes the
"reference contacts" that you sent the "request” to.

Note that both have a "Status"” of "Draft." When you submitted them as "Complete," Spirit
created the individual response documents for entering their answers; it is these response
documents that are in “Draft” status.

Click on the name link 232D AZSP0 of the contact you would like to enter the answers for.
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MSN Hotmail - Page 1 of 1

HOtmall""‘" joe_azspo@hotmail.com Inbox | Previous Page

From : .
To : joe_azspo@hotmail.com
Subject : References (Joe Azspo Test)
Date : Thu, 11 Sep 2003 09:51:456 -0700

Supplier Reference Request: Joe Azspo Test
This is the temporary text for the "Supplier References® notification.
Please answer these reference guestions regarding ...........

Would you please describe...

/15 FaR As WR'PE Corcig@grRD - - -

This is a screen shot of the document Spirit sent to the reference. Joe Azspo received an e-
mail in his Hotmail account answered the question(s) and returned them to the PO. It is this
answer and others if asked, that you will enter in the reference document.

Remember that this response document is outside the Spirit System.
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[LAIEE
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11, Would you please describe...
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When you click on the name link that individuals reference form will open. As usual, the
document is in "view" mode.

Click on the "edit" icon to open it in edit mode. It will then refresh and the answer field
will allow for the input of the response. Type in the references response to the question(s).
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s = Reguired Field =
Yol ahe logged in B85
it
(RequUIsHions |
i o Ref MName EMail Fax
Sl 1 Joseph Azspo joe_azspoi@hatmail.com
| FTOPpDSAls |
Reference Questions
valUatlo |Instructions
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L,  Cuestions
1. Would you please describe...
| Searcn | la:- fAr as we'cs copscened. .. =]
L N -
Save as: © Draft = Complete
|: Subiret l Canced | myﬂl
These pages are masntained by the Anzona State Procuemeant Ofice
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m : Submit
Change the status to . CD pIEtE and click on the button.

If you were not done at this point, you would "Save as:" "Draft."

Click on the name link for the second reference EredHenkelblecken

There is no screen shot of this response.

Change the document to "edit" - mode.

Enter the reference response, change the status to . CDTTIp'EtE and click on the

Ml button to finish with this document.
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iU @ logged in &5
Pate Mahnke Reference
| REGUISITIUTN'S | Raf #MName EMail Fax
[Soncitations | 1 Joseph Azspo joe_azspo@hotmail.com
Broposars | 2  Fred Henkelblecken B0Z5425508
3
¥ i 0
m
emgenanng Refsrance Status  eMall Fax
Bl e Jogeoh AZepn Complete  joe_arspodhotmall com
w Eréai] Henkalbleckon Camplete BOZ5A25508
E"“"‘“ Wcuestons
Please answer these reference questions regarding...
1 Would you please describe...
These pages are mantained by the Arzona State Procuremant Office
Please send comments, suggestions, of questions to the Site Adminisraior
() 2003 State of Arzona Depanmsant of Administration, Anzona State Procuremeant Office
) Completn

I!hﬂ-:l s R ﬁmmmm.. & VADA: SFTRIT - At

The reference portion of the solicitation process is complete.

| E T
Ly DINTEERRST i

Note that their "Status" is now "Complete." Click on the name links to view the responses at

anytime

Back at the proposal at the “ltems To Complete” section, the “Supplier References” will now
have a “View” link. From this point on when you click on the “View” link the screen above will
open allowing you to click on the reference name link so that you can view their responses.

The hard copy document that you received may be scanned and attached to the suppliers
contract when the procurement process is complete if you wish.
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Supplier Meeting Request

At times during the procurement process you may find it necessary to set up a meeting with
various suppliers. This section of the manual walks you through the process of creating a
"Supplier Meeting Request."

Once at the proposal that you would like to create a meeting request for, scroll down to the
"Items To Complete" section of the proposal
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IJ.'I.IH—_ 3. Proposal Evaluation Repart —_— Wienw Complete
| Searcn | 4. Supplier References View Complete
Questionnaire
M 5. Supplier Meeting Requestis) Wi PUAA,
6. Megatiations Create e Mot Yet
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s i
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5. Supplier Meeting Request(s):

Click on the M link to draft the request.
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Type in a brief description/title for the meeting request as you might in an e-mail subject line.
Then type in the details of the request. Once you have typed all the necessary information,
scroll to the bottom of the screen and submit the request to the supplier. There is no "draft"
status for this document. You need to create and complete the document at one time. Once

you click on the Submit button, the meeting request will be routed directly to the suppliers
e-mail address. There is no limit to the number of “Supplier Meeting Request” you create.

The actual request is not within the Spirit System, with the exception of your view of it once
completed.

SMRs
By Date

FPage loaded on 0941 1/2002 at 11:09:31 Ak,

| Search |

Date Description Details

ek heeting to discuss your proposal  Please contact me to
CoM11/2003 110830 AM 40 AD040061-A1 discuss a meeting...

<Previous Documents Next Documents=

Once created, you can click on its title link 2911/2002 11:09.30 AM to view the request. Each
“Supplier Meeting Request” you have created for this supplier will open in “View” mode. They
cannot be edited once submitted as they have already been sent.
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Negotiations
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Procurements often require "Negotiations."

This portion of the manual will walk you through the process of creating a "Negotiation”
document. The first step of which, is the drafting of the "Proposal Negotiation Plan." The
"plan" is created on a screen that includes the information from the "Evaluation" so that you
use it as a guide to record any negotiation points you would like to cover.

Once the “Plan” has been created, a link for the creation of the "Proposal Negotiation
Request" document that will be routed to the supplier for completion, will be present.

You will likely be in close communication with your evaluation committee in the drafting of this
plan as it is the basis for the “Negotiation Request” that you send to the supplier.

In the “Items To Complete” section of the proposal

6. Negotiations

Click on the M link for negotiations
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When you click on “create” a Proposal Negotiation Plan form is created.

Note the information in the Proposal Information section. The Proposal number, Solicitation
number and Supplier Name are links that return you to the various documents.

Scroll to the bottom of the screen to view the evaluation criteria and the fields that you will
enter negotiation points.
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This form is like the form used to create the PER. Each evaluators comments and averaged
scores from the evaluation are available for reference when creating the plan.

Type comments or negotiation points in either the "Strengths" or "Weaknesses" field. If you
wish, you may type within both fields.

You must type comments in at least “Strengths” or “Weaknesses” for each of the evaluation
criteria.

Once you have typed in negotiation points into each of the four criteria, you would submit the
plan as either “Draft” or “Complete.” Whether submitted as “Draft” or “Complete” the
evaluators will have access to the “plan” so that all may confer and come to a consensus
when the PO drafts the “Negotiation Request.”

The demo will save this as "Draft" and return to the document to complete it to show how the
plan will appear if you save a draft and return to complete the document.

Leaving the document as the system default "Draft" click on the MI button

Once submitted as "Draft" and back at the proposal, scroll down to the "ltems To Complete"
section at the bottom of the screen.
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— RN - L = R -
Yol ane |ogoged in Bs Questionnaire ==
Pate Mahnkae 5. Supplier Mesting Request{s) Create Wiew BA,
| ReQUISIIUNS | 6. Negotiations View Mot Yt
FEoNCIatons | Required
: 7. BAFO Request Create e Mot Yet
| FTOROSAlS | Required
| EValtalions | Payment Terms
| Confracts | Contract Payment Met 20 Contract 12 AR.O. Days
oL — LL s Dakeury:
Hm"- Confidential Information :
@WW -
Rangle Attachment.doc
These pages are mantained by the Arzona State Frocuremant Office ]
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6. Negotiations - click on the link.

Proposal Negotiation Plan
Solicitation # AD040061-41
Proposal # ADSM-5QRSVQ

ed on 0911172003 at 11:40:36 Ak

Proposal Information 2 4

Proposal ADSM-5QRSVO Solicitation AD040061-A1
#. #.

Sol Title:  Solicitation Creation

Supplier Grants Tombs

Name:

Created Pete Mahnke/Arizona PO: Pete Mahnke/Arizona
By: State Procurement State Procurement
Office Office
BAFO# 0 Status: Draft

Date 09/11/2003 Date
Created: Submitted:
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The "Proposal Negotiation Plan” will be in view mode. Click on the "edit" Kl icon to open in
edit mode. The PO may be returning to the “plan” to make changes based upon the
discussions with the evaluation committee. Changes can be made on the document until it
has been submitted as “Complete.”

S LL 2 et [ ot | EOY ot WS [ iR
Mot as good as the other supplier

Pete MahnkelArizona State Frocurement Office (90)
$10K higher than Azspo Test

iWe need to getthis down..
VWieaknesses eval uatoraz.goy (90)

Pete MahnkelArizona State Frocurement Office {90)

!
. Totals: 835

Save as: « Draft # Complete

| Submit i Reseti

If the PO is satisfied with the "plan,” s/he will scroll to the bottom of the screen, change the
"Save as" to "Complete" and click on the ..S.u.b.ﬁﬂt.j button.

The "Proposal Negotiation Plan" has been created. You are now back at the supplier
proposal that you created the “plan” for.

The next step in the process is to create the actual "negotiation" document, which when
complete, will be routed to the supplier for response.

Scroll down the screen to the “ltems To Complete” section of the proposal.
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3. Proposal Evaluation Report e View Complete
[EVAIUSTONE | 4. Supplier References View Complete
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To create the "Negotiation Request” click on the View Plan link.
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Automated sProturement System
Proposal Negotiation Flan il
"Requismons | Solicitation # ADO40067-A1
Prﬁ # ADEM-50REVO
| S Oliciations |
| FTOposals |
Proposal Information - |
- Proposal ADSM-SQRSVE Solicitation AD040061-A1
| CONTracts | #: i
| Other | Sol Title:  Solicitation Creation
roearen | Supplier  Grants Tembe
Mame:
M Created  Jon Kopperudfaz.gov P Pete Mahnkelfnzona
By State Procurémeant
Office
BAFO®: O Status: Complete
Date 09172003 Date
Craated: Submitted:
m Megotiation Plan
o " Criteria Pis =
4| Sangian |15 [ bt
M o) & HMM—-!M&& |. & VADHIA: SFTRIT - Aatesm.. ey DN ESBST e
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Note in the image above that an “edit” icon is no longer present. The document has been
completed, so it may not be changed. Click on the Create Neqatiation Request link that is now
present.

T AR T Aadsenirted et Systemn - Microssl] Dskerel Bl allx
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=SPIRIi;

Automated FProcurement System

MNegotiation Form |
vallatior Instructions
= =]
|
=
aga | =
a1 | s &=
=

Save as: & Draft © Submit to Supplier for Campletion

Bulamn ] Fiirnal I
Thess pages are mantained by the Anzona State Procurement Ofice
Ploase sond comments, sugaaslions, of quirshons to the Sie Admenigrstor
m (e} 2003 State of Arzona Depannment of Adminisirabion, Anzons State Procursmant Ofice
1] o & (19 wtenet
-!tm.i o 8 HMMM& &V ADA: SFTIRIT - Aaseem Frmy DN ESBST e

-

The "Proposal Negotiation Request" is very much like the questionnaire forms that you should
now be familiar with.

You will need to include instructions to the supplier for the handling of this document.

Like the other questionnaire format documents, you can ﬁl as many questions fields
as you feel is necessary. If you have included too many leave the last ones blank and they
will not appear in the final document. Type your negotiation questions/comments in the field.
The "Up" and "Down" arrows are available for rearranging your points or questions once you
have added at least one additional field.
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If done and ready to be routed to the supplier, change the status to "Submit to Supplier for

Completion” and click on the Submit button. Otherwise it can be saved as “Draft,” so that
evaluators can continue to view and make verbal or e-mail comments to the PO.
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If “Submit to Supplier for Completion” was selected, you will once again be returned to the
proposal.

4. Supplier References @ —————- View Complete

Questionnaire

5. Supplier Meeting Request(s) Create View N/A

6. Negotiations View Plan View Complete

7. BAFO Request Create  -———-—- Not Yet
Required

At the bottom of the proposal in the “ltems To Complete” section you now have a “View Plan”
link, as well as a “View” link for the “Negotiation Request” itself.

Click on the Vlﬂ link to see how the "request" appears in the system.
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Proposal Negofiation Requesis
By Proposal Number

Fage loaded on 09/11/2003 at 114235 AM.

| Search

Date Created Neg Req# Proposal# Status Requestor
Fete MahnkelArizona
TR ADSM- ADSM-
[00/11/2003 41:41:44 AM| ERADYS 50RSYO Complete g%e?ieeprocurement
<Previous Documents Next Documents>

The link for access to the "request” is the date and time it was completed. You would click on
08/11/2003 11:41:44 AM to view it. All other info is to the links right.

Proposal Negofliation Request
Proposal # ADSM-5QRSVQ

Fage loaded on 09/11/2003 at 11:42:38 Al

Negotiation Form e

Instructions
Grant,

Please address the issues...
1 Ifthe state were to...
2 With regard to Personnel

The image above illustrates what the completed and submitted “Proposal Negotiation
Request appears in the Spirit system.

Next up; viewing the "Proposal Negotiation Request” once it has been completed by the
supplier.
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Viewing the Negotiation Response.

To Do List

Initially Required Items

ltem Status

i EGTE R R T O —————— View Complete

2.PriceSheet =000 e View Complete

J. Questionnaire @ =00 e View Complete

4. Insurance 0000 mememeeee- View N/A

5.BdBond 0 e View N/A

6. PerformanceBond @ cmemeeee- View N/A

Potentially Required In the Future

1. Clarification Response Not Yet
Required

2. Negotiations = ceemeeeeen Complete

SBEAECE e e e View Not Yet
Required

The "negotiation" has been completed by the supplier.

Once in the appropriate suppliers proposal, scroll down to the "To Do List." Within the "To Do
List" is the section entitled "Potentially Required in the Future." You may remember that this
was where you viewed the "Clarification Response” in the other suppliers proposal.

When the negotiation is complete you will receive an e-mail notification from the Spirit
System. Had you followed the link within the e-mail, it would have opened Spirit at the log in
screen. Once logged in, you would have been routed directly to the "Negotiation Response.”

Click on the "View" link to see the response to the negotiation.
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Proposal Negotiation Reponses

By Request Number
Fage loaded on 09/11/2003 at 12:11:08 PM.
[ Search
Date Requested MNeg Res # Status Requestor
DS/TI/2002 114228 AM £ s, Complete cte MankeiAfizona State
=Previous Documents Next Documents=

The “Proposal Negotiation Responses” screen opens, Click on the link (09/11/2003 11:42:28 Ah)
to open the response. Image previous page.

Negotiation Response
Proposal # ADSM-5QRSVQ
Solicitation # AD040061-A1

ed on 09/11/2003 at 121111 PM.

Negotiation Questions
Instructions

Grant,

Please address the issues...
Questions

1. If the state were to...

| don't see why...

2. With regard to Personnel
My brother-in-law...

You are then able to read the suppliers response to the "Proposal Negotiation Request.”

As you have created a negotiation request and received a response, the system requires that
you go through the BAFO process.
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BAFO

Going BAFO

Items To Complete (For Internal Use Only)

1. Evaluation(s) (Printable Eval - View Complete

COl

2. Clarification Request Not Yet
Required

3. Proposal Evaluation Report - View Complete

4. Supplier References - View Complete

Questionnaire

5. Supplier Meeting Request(s) Create View N/A

6. Negotiations View Plan  View Complete

7.BAFORequest = [Creatg] -—- Not Yet
Required

Based upon the evaluation and the negotiations the PO has decided to go to BAFO with this
supplier.

When the PO creates a BAFO, the Spirit System creates a questionnaire for the PO to set up
to send to the supplier. The supplier receives notification of BAFO, which directs them to the
document to view. Once they click on "Submit BAFO," the system generates a duplicate of
their original proposal with additional BAFO related access. The supplier is then able to
readdress everything within their proposal.

To create a BAFO scroll down to the "ltems To Complete" section within the appropriate
suppliers proposal and click on the CI’EEtE! link at 7. BAFO Request
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BAFO Request
Proposal # ADSM-5QRSVQ

ed on 09112003 at 12:04:05 Phd.

@ = Required Field

BAFO Request e

Instructions

o Due Date: |- ~||- ~]]- -]

add [T~
¢1‘ ]

Save as: # Draft © Submit to Supplier for Completion

Submit | Reset |

The "BAFO Request" form or questionnaire is generated. This form should be considered as
a means of writing a BAFO letter. It's functionality is like the other questionnaire based forms
you will work with in the Spirit System.

The PO must select a due date for the suppliers response from the "Due Date" drop down
menu. If the supplier responds earlier than the "due date," the system allows the PO and
evaluators to begin the evaluation of the "BAFO Response." If the supplier does not respond
in time, evaluation is still possible. The Spirit System will not deny the supplier the ability to
submit the response as it denies a proposal response after the "close date” for the original
solicitation.

Type in the necessary instructions. Consider this area as the body of the BAFO letter.
The PO types in the first area of the proposal s/he wants the supplier to address.

Just like previous questionnaire forms in the Spirit System, the PO can add as many

additional question fields as is necessary by clicking on the M button.

Type in the second field created (the final image of this BAFO questionnaire will have four
issues for the supplier to address). As with other questionnaire forms, leave any extra that
you did not use at the end of the form.

You will always want to include one last field to instruct the supplier to make note of any
changes they have made in their BAFO response from the original proposal.
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BAFO Request e

Instructions
o Due Date: |9 =] |11 =] 2003 ~]

¥ou have heen selected to receive.... ;I
I
Add I'I "l
] 1 Please address... ;I

[

2 Your methodology... ;l _ﬂ _”'
B

3 Pricing... j__j +[+]
[

4 Please make note of any changes wou have made in your BAFO ;I

response from the original prnpnsal.l

B

A finished BAFO questionnaire may look something like the above image (hopefully it would
be a little more detailed).

Note: use the LH1*] o rearrange any questions (if necessary).
Once complete, change the status to "Submit to Supplier for Completion" and click on the

Had the PO saved it as "Draft" the evaluators would have been able to review the document
prior to routing it to the supplier.

The "BAFO Request" has been completed and submitted to the supplier. You are now back
at the suppliers proposal.

Next up, dealing with the "BAFO Response."
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BAFO Response

AD040061-A1 - Solicitation Creation

Grants Tombs ELSUE. RFP Complete (BAFO) 08/25/2003
Grants Tombs pLel | RFP Complete 09/11/2003
Joe Azspo Test FUSME . RFP Complete (BAFO) 08/25/2003
loe Azspo Test Bkt - RFP Complete 09/11/2003

As with other steps in the process, the PO would have received an e-mail notification from
Spirit regarding the completion of the BAFO by the supplier.

Note the proposals listed under the solicitation. The original proposal ADSM-5QRSVQ has a
status of "Complete (BAFO)." The BAFO in parenthesis indicates that it has gone into the
BAFO process. For all intents and purposes, this proposal is no longer active; although it can
be viewed. The new document is ADSM-5QRSVQ-1. This is the proposal that was created
by the supplier when they clicked on the "Submit BAFO" link to respond to the request.

It is this document that the rest of the evaluation will be based on (unless you go BAFO
again).

Once the PO and evaluators have reviewed the response, it is up to the PO to create a PER
based on the BAFO. But more on this later in the process.

Both suppliers were sent "BAFO Requests" however, the manual will only cover addressing
one of the two.

Click on the "BAFO Proposal" link
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Supplier Proposal for Solicitation AD040061-A1

Proposal #ADSM-5QRSVQ-1
BAFO Complete

Fage loaded on 021 1/2003 at 12:29:16 P,

Proposal Information |

Proposal #: ADSM-5QRSVQ-1 Status: Complete

s BAFO? Yes BAFO #: 1

Created By: grant rangle/Grants Supplier Grants Tombs
Tombs Name:

Date Created: 09/11/2003 Date Due: 09/11/2003 03:00 PM

Modified By: grant rangle/Grants Date 09/411/2003 12:21 PM
Tombs Modified:

Total Price: $ 83,850.00 Date 09/11/2003 12:21 PM

Submitted:

The "Proposal Information” section contains some new information. "Is BAFO?" now

indicates YES and "BAFO #" indicates 1.

Scroll down to the “To Do List.”

To Do List

Initially Required ltems

ltem

A. Previous Proposal @ = - View
B. BAFO Questionnaire @  ~  ———-—- View
1:0ffer e View
2.PriceSheet = e View
3. Questionnare @ =00 View
4. Insurance 00 e View
5 BdBend: - e View
6. PerformanceBond = - View

Status
N/A
Complete
Complete
Complete
Complete
N/A
N/A
N/A

The "To Do List" now contains two additional options "A. Previous Proposal” and "B. BAFO

Questionnaire."

For reference, while in the BAFO proposal, the PO (and evaluators), can click on the V'ﬂ

link to route to the previous proposal.

Click on the View link of B. BAFO Questionnaire to view it. Clicking on any of the other
links will open those areas. As this is the suppliers BAFO proposal/response, any changes

made by them would be in this new proposal.
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BAFO Response
Proposal # ADSM-5QRSVQ
Solicitation # AD040061-A1

BAFO Questions 7

Instructions

You have been selected to receive....
Questions

1. Please address...

We hope that...

2. Your methodology...

We have edited the methodology...

3. Pricing...

LI 1 has been reduced to $8,900.00

LI 2 has been reduced to $7,495.00

4. Please make note of any changes you have made in your BAFO
response from the original proposal.

Changes have been noted within each question.
We also....

The "BAFO Response" form opens, allowing for the review of responses to the points or
guestions included in the "BAFO Request."

Click on the % button or the windows X to return to the BAFO Proposal when done
viewing the responses.

. : Cloze . .
Note: the image of the response does not include the J button or windows X that is
available on the actual screen.

You must consider this an entirely new proposal in the sense that any changes the supplier
made while responding to the request were made in this document.

The Offer and Acceptance form is new as well. The supplier was required to accept
responsibility of making good on this BAFO as s/he did in the original proposal.

If changes were made to the price sheet, this price sheet will reflect those changes.
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POPMPA Section Five

To Do List

Initially Required Items

ltem Status
A. Previous Proposal @ = - View N/A
B. BAFO Questionnaire @ = - View Complete
1.Offer e View Complete
2. Price Sheet = e View Complete
3. Questionnaire = - View Complete
4. Insurance @ 000000 | —mmemee—— View N/A
5 BidBond | e View N/A
6. Performance Bond = —cemeeeee View N/A
Click on the Vlﬂ link to review the price sheet.
'3 SPIRIT: Price Sheet - Microsoft Internet Explorer o ] s |
# Commodity Code Description = = Unit -
LLE Cm Code Commodity Code ltem Description Mghutacter Blicing, Bty 26 Price
ltem #
Motor Scooters and Trucksters,
0070-0020 Electric Poweraed (Including Golf
kil Carts and All Terrain Yehicles) Shevlapoodle FP 1 $8,900.00
0070-0020- .
0002 All Terrain
Motor Scooters and Trucksters,
0070-0020 Electric Powerad (Including Golf
2 Carts and All Terrain Yehicles) Rammelpoolshank FP 10 $ 749500

0070-0020-
0001 MWotor Scooters

Close Feload

|

These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or questions to the Site Administrator o
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

Total: $ 83,850.i

| of

Note that the pricing has indeed been reduced.

Clickonthe 7 ~"°7 button to return to the "BAFO Proposal.”

Once all documents have been reviewed scroll down to the “ltems To Complete” section.
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: Items To Complete (For Internal Use Only)
| REQUISITIONS | 1. Evaluationis) (Printabls Eval View Complete
[ SGNTHStGns | con
Proposae | 2. Clarification Request e e Mot Yt
Required
! 3. Proposal Evaluation Report Crests = —— Pending
| EvaILations | 4. Supplier References e Pending
 CoRtracts Questionnaire
Rell — 5. Supplier Meeting Request{s) Create Wiew R 17
T B. Negotiations r—— Mot Yet
| Search | Required
M 7. BAFO Request ———— —_— Mot Yet
% Required m
Payment Terms
Contract Payment Met 20 Contract 12 AR.O, Days
Termns: Delivery:
m Confidential Information
e = S 1L S
Msten]|| ) 8 5 || RNt debenrnd Aockons. [ ADOA seTRIT - Acme. E@mi QONMEESRBT

The next step in the process is to create a PER based upon the "BAFO Response."
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BAFO Proposal Evaluation Report

With the creation of the "BAFO Request" and the receipt of the suppliers "BAFO Response"
you now, in essence, have a new proposal.

It is now necessary to create a PER based upon the BAFO. When the "Create" link is clicked
on, Spirit will generate a new PER based upon the previous evaluation. The scores for each
of the criteria will be the scores that the system initially calculated based on evaluators scores
and comments for the original evaluation. If you, the PO, opted to adjust any of the scores,
for the previous PER they will not be apparent in those reproduced by Spirit.

The BAFO evaluation process differs from the original in that no individual evaluations or the
forms are generated. The evaluation at this point begins with the PO and the generation of a
PER.

Th AEs: WEIET - Aadssmirted efroearemem Spstem - Sicrnssil Il Explones aldlx
Fis FdM ‘Wow Favortes Teoh  Help

waback = = - (B 1 A} Dhtescth [Qifeoden Seeda B By O = (H

e [{] hetpa fupe it eat . go gl snona FERTRT TSR raf =] e | eks =

=SPIRII;
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i 3. Proposal Evaluation Report Create e Pending
| EvAIations | 4. Supplier References e Pending
"Contracts Questionnaire
il — 5. Supplier Meeting Request{s) Create View R 17
&. Negotiations r—— Mot Yet
| Sedren Required
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Contract Payment het 20 Contract 12 AR.O. Days
Terms: Delivery:
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Automated sProcursment System
Proposal Evaluation Report x|
l.iiﬁ'.“ﬁﬁﬂﬁ:l e Solicitation # ADO400ET-AT o
T L T Proposal # ADSM-5QRSVO-1
[Proposals | » = Required Fleld il |
FEvaliations | Proposal Information
5 Proposal ADSM-SQRSWG-1 Solicitation ADO40061-A1
| LOTITECS o #;
 UTher | Sol Title:  Solicitation Creation
| SEArch | Supplier Grants Tombs
Mame:
ama Created  Pete Mahnke/arizona PO Pete Mahnke/fArizona
By State Procurament Office State Procurémeant
Office
BAFO®: 1 Status: Draft
Date 02/11/2003 Date
Craated: Submitted:
Proposal Evaluation Re
hanoo O Pl Criteria (Points) + Ptz Max =
e I N [ o T
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Note that this PER is based upon the new proposal.

Scroll down the screen to the "PER" section that allows for the entry of evaluation comments.
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[ SONCHallions ™) Proposal Evaluation Report
(Proposals | Criteria (Points) +Pts  Max
Pis ]
- 1. Conformance to Terms & Conditions and to Scope | 145 | | 400
W of Work
| LOTITECS Caligoring - |
omer o Strengths eval ustorsg goy {300}
hot oo strong
| Search |
Eule Mahnéaifniona Staké Procursment Cifice (290)
ﬂ ’ Exdramily
[
Wesbniessns | storfar g (300}
il AaL 100 ik
Fate Mahnkadfnzong State Procurement Cifice (3905
|
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e I L 1 o
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As noted previously, the score is the original average of the evaluators scores based up the
original proposal.

Evaluators comments and scores from the previous evaluation are included.

Enter comments appropriate to the PER for the BAFO. As with any previous PER, once
complete, it will be routed to the evaluator(s) for their approval. Once approved, the PO will
make the final approval of the report and the process will then be able to continue.
REMEMBER to have the evaluators review the PER prior to submitting for their approval.

The PO must adjust the score. At least to the level of the previous PER. If warranted, the
score can be increased based upon the BAFO response.

Of course it is possible the score could go down as well.

Comments for the other criteria must be entered as well. Adjust the scores as necessary as
well.

If this category was not an issue or improved, you can note that and enter the same
comments in the previous PER.
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If ready for the evaluator(s) approval, change the status to "Submit to Evaluators for

Approval," and click on the Ml button to complete.

Once submitted as complete you will be returned to the suppliers proposal.
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BAFO Proposal Evaluation Report Approval

ADD40081-A1 - Solicitation Creation

Grants Tormbs el RFP Complete (BAFO) 08/25/2003
Grants Tombs %Q_q REP  Complate 09/11/2003
Joe Azspo Test EESMl . RFP Complete (BAFO)  08/25/2003
Joe Azspo Test EOSlE | RFP Complete 09/11/2003

The evaluator(s) approval is complete. The PO must now give the final approval of the report.
Return to the “My Proposals” section of Spirit.

ADSN-

Click on the Proposal number link 2QRSVO-1 . Once in the proposal, scroll to the bottom
of the screen to the "ltems To Complete" section and click on the "View" link for the PER.
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[ SONETATONS | col
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Reguired
[ Evallanons | 3. Proposal Evaluation Report e | Pending
[COntracte Py
Approval
[T 4, Supplier References Create Pending
(searcn | Duestionnaire
5. Supplier Meeting Request{s) Create Wiew A,
am“ 6. Megotiations Mot Yet
Required
7. BAFD Request e R Mot Yet
Reguired
Payment Terms —
Contract Payment Met 20 Contract 12 AR.Q. Days
- SSoE
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Click on the View link to “View” and “Approve” the PER for this supplier.
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Scroll to the bottom of the screen and click on the ﬂl button. The PER is now
complete. For the sake of the manual, the approval of the PER for the other supplier is not
included, but has been done.
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Award Tabulation
The next step in the process takes place back at the solicitation.

To generate a "Tabulation" that allows you to select and award line items, you must first
create a "Solicitation Evaluation Report." Spirit does most of the work once you click on the
"Create" button.

From the "My Solicitations" list, click on the appropriate solicitation number link

ADOA00E]-

M Once in the solicitation, scroll down to the "Related Documents\Information"
section.
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Automated sProcurement System

Related Documents\information (For Internal Use Only)

| Kequisitions | 1. Amendment{s} Craate View
Solciafions 2. Tabulation Wiew
3. Proposals Wi
4., Evaluation{s) e View
Proposals | 5. Proposal Evaluation Reports Wiew
T T &, Solicitation Evaluation Report Create
= 7. Tabulation
 Loniracts | 8, Contract
L Uther |
yai Solicitation Review Comments

| earch | -
E I've added the Line Item you requested.
OK, thank you. Looks good to me.

:l‘,;;;:naba-l\. I:
e e —
[ [P QDNYEESHGT sum

Click on the "Create" link to generate the "Solicitation Evaluation Report" or SER.
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Solicitation Evaluation Report
Solicitation # AD040061-A1

ad on 09/11/2003 at 02

Evaluation Criteria Ke H
Evaluation Criteria i

Fuoints
iZ1. Conformance to Terms & Conditions and to Scope of Worlk 400
iZZ2. Key PersonnelfQualifications 300
iZ3. Methodology 200
iZ4 . Cost 100

Please select the proposals you would like to view in the Tabulation

Screen
Supplier Report Total C1 c2 C3 C4
I™ Grants Tombs Report 840 350 262 138 a0
I Joe Azspo Test Eeport 820 338 262 120 100
™ Grants Tombs Report 885 365 280 150 90
™ Joe Azspo Test Eeport 812 338 262 112 100

Submit | Reset |

The SER has been created.
Note the statement: Please select the proposals you would like to view in the Tabulation
Screen.

The SER is a report that displays the final evaluation numbers for the proposals.

It contains the "Initial Proposal" evaluation points and the "BAFO #1" scores. To award a
contract(s) you must create a "Tabulation," however, prior to that you must select the
proposals that you want to be available for selection.

Since the "Initial Proposal” is no longer appropriate due to BAFO, you would select from the
"BAFO #1" proposals. Although nothing prevents you from selecting them all.

The "Report" links bring you to the PER.

Click within the checkbox to select the proposal(s)
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T
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7]
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Once you have placed checkmarks in the appropriate checkboxes, click on the Ml
button.

You are now back at the solicitation. The "Tabulation" can now be created.

Scroll down to the "Related Documents\Iinformation" section of the solicitation.
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Automated sProcurement System

Attachments
ScopeSpec.doc

W Req Attachment 1,doc
| Soliciialions | ADD40061-A1 pdf
| FTOposals |

Related Documentsiniormation (For Internal Use Only)
] 1. Amendment(s) Create View

Tabulation
Proposals
. Evaluation(s) e Wiew
Proposal Evaluation Reports
. Solicitation Evaluation Report

Wiew
Tabulation R
Contract

e

DNO OB LN

Solicitation Review Comments
I've added the Line ltem you requested. i}

OK, thank you. Looks good to me, =

m Anprovals =

S
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NOTE: if you found it necessary to change the proposals selected for the SER, click on the
"View" link. The selections are not locked in and can be changed if a contract has not been
created.

The same is true of the Tabulation. If you select the wrong line items to award, yet have not
created a contract draft you can make new selections in the SER and Tabulation.

Click on the M link at 7. Tabulation to generate the "Tabulation."
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Tabulation By Group
Solicitation # AD040061-A1

Tahulation By Line ltems

Grouping:
Solicitation Evaluation Report
: = Unit Ext
Supplier Manufacturer Qty % Price Price
1 0070.0020 Motor Scooters and Trucksters, Electric Powered (Including Golf Carts and All Terrain
Yehicles)
0070-0020- .
0002 All Terrain
Grants Tombs Shevlapoodle 1 $8,900.00 $8,900.00 [ Award
Joe Azspo Test Flesbell 1 $ 7.800.00 $ 7.800.00 [ Award

3 0070.0020 Maotor Scooters and Trucksters, Electric Fowered (Including Golf Carts and All Terrain

Vehicles)
007 0-0020-
0007 MWotor Scooters
Grants Tombs Rammaelpoolshank 10 $ 749500 $ 74.950.00 [ Award
Jog Azspo Test Fleebell 10 $9.215.00 $ 8215000 [ Award

Submit | Cancel | Reset|

The tabulation incorporates the line items from each of the suppliers selected in the SER.
The Solicitation Evaluation REDDI‘I: link, if clicked on, would return you to that report

so that you could view the scores. At the tabulation, click within the appropriate checkboxes

to select the Line Item(s) to award. You could select one from each supplier if that was
appropriate.

Click on the M button once the selections have been made.

NOTE: You may change these selections prior to creating a contract. They are not
permanently locked in at this time.
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Automated sProcurpment System

=| e | Leks ™

Attachments

ScopeSpec.doc
| REqUISTTIons | Req Attachment 1.doc
| SOliciations | ADO20061-A1 pdf
[ Proposals ]

Related Documentsinformation (For Internal Use Only)
. Amendremnt(s) e

. Tabulation e

. Proposals e Wiew

Wiew
View

. Evaluation(s}) Wiew
. Proposal Evaluation Reports Wiew
. Solicitation Evaluation Report WView
. Tabulaticn WView
. Contract Creata

i y
@~ @ b R

Solicitation Review Comments
I've added the Line Item you requested,

Ok, thank you. Looks good to me. E

T L S—
!mi o) & HMMM&& & Y ADIA: SPTRIT - At [y DN ERRST  rem

After submitting the “Tabulation” you are returned to the solicitation. Scroll back down to the
"Related Documents\Information" section of the solicitation to create the contract.

8. Contract now has a “Create” link. The contract(s) can now be assembled.
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Contracts

Contract Creation
This section covers creating a contract in Spirit.

Just prior to this step you checked off the line items to award from the Tabulation containing
the suppliers you selected from the SER.

One way in which contracts differ from what we're familiar with is the "Main Contract." Below
in the Related Documents\information" section of the solicitation. When you click on the
"Create" button for number 8. Contract the system generates the "Main Contract." This "Main
Contract" contains the information that is common to all the suppliers awarded contracts. You
select the "Term of Contract," "Delivery," and select whether the contract is extendable and
for how long. The "Main Contract” allows for the attachment of common documents relevant
to all contractors; be sure to attach all the files relevant to all suppliers on this contract.
Once you complete the main contract you will not be able to attach further documents,
however, you still will be able to attach files to the individual supplier contracts.

Once the "Main Contract" is submitted as complete, Spirit generates the individual supplier
contracts. These contracts inherit all the common data contained in the "Main Contract," with
the added functionality of attaching documents appropriate to the individual contractor’s
contract. Amendments specific to an individual contractors contract are created from this
contract.
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[ Reqg Attachment 1.doc
| Requisitions | ADO40061-A1 pdf
Related Documentsinformation (For Internal Use Only)
1. Amendment(s) e iaw
Laiiilcmes 2 Tabulafion = Yiaw
3. Proposals e Wiew
| EValuations | 4. Evaluation(s) e Wiew
| Lontracts | &. Proposal Evaluation Reports e Wiew
(other | 6. Solicitation Evaluation Report Miew
Ellcum, . ooueton Miew
B. Contract Create e
M Solicitation Review Comments
I've added the Line itern you requested,
OK, thank you. Looks good to me.
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8. Contract

Click on the M link to generate the "Main Contract."
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Automated FProcurement System

Fate Mahnk ; "
REGUISTIONS 1 e
w‘ ILAIOT - —_— P— -
Document Information
Type: Main Amendment:No Amend, 0
: #:
(FEUPUEES Requisition ADSM- Solicitation  AD040081- ContractADC40061- L |
VAlLELor #: SONUOE #* Al # A1-0
T Created By: Jon Kopperudiaz gov Date 09/11/2003

PO Pete MahnkefArizona Date
Assigned: State Procurement Office Completed:

| COTITECS
i
| earch |
P Rex MartinfArizona State  PA Katherine
Assigned:  Procurement Office Assigned:  Babonis/Arizona State
e -

Procurement Office
Gov't Entity: Arizona State Type: Agency
Procurement Office
Frocess Pending Contract Status: Draft
Status:
I B i et
Whstan ||| L) 8 ) || R riovel debvered inicon.. (& ADOA: SPTRET - Aateen_ [ ADNYEELRST mm

The "Draft" of the contract to the solicitation is created.

The "Document Information” section includes all relevant information to the solicitation. The
requisition, solicitation and “created by” are links to those documents. This "Main Contracts"
number is the solicitation number followed by -0. Each additional supplier contract will be -1, -
2 and so on.

Note that at the bottom of this screenshot: "Process Status:" is "Pending Contract" and the
Status of the "Main Contract" is "Draft."
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Extension’:
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Solicitation Information

Tite:  Salicitation Creation Type:RFP
Description:

Solicitation ereation

Eections - Clauses

Special Instructions

Special Terms and Condifions

Unifarm Instructions

Unifarm Temrs and Conditions

Other Data

=1

| il

A pere i 5 | veeman
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The "Contract Information" section is where you will enter some of the information common to
all suppliers on contract. The "NOTE," regarding contract extension period is viewable to
outside users.
You may select a different "Start Date" if appropriate, from the drop down menu.
If contract extension is allowed, click within the checkbox to indicate it.

Contract "Term" should be entered. The drop down menu allows for selection of year(s) or
month(s)

Type in the delivery information.

Enter the maximum extensions allowed. Year(s) or Month(s) can be selected from the drop
down.

Page 223 of 244



Contracts POPMPA Section 6

TAvin: IR Ak omested oot System - Ficroll deriel Enplsrer T
Fie Bt Yow Peaetm Tk Help

dabach - = o D) A Prsesh [uFeortes Sieda 3 - S o1 [

| Bt [} batpa: apreten az gov ipole shon SFTRIT R naf =] roa |inks

“SPIRIi;

Ai il P e U eierTt St

Saolicitation Creation
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TP Solicitation creation
Sections - Clauses

Special Instructions

Uniform Instructions

Unifarm Terms and Cenditions
Other Data

! Price Shest

Attachments

| Proposals |
valdl 0
| LONracts |
| UaieT
E‘Oﬂﬂﬂ ScopeSpec.doc

Reqg Attachment 1 doc
ADDAODET-A1 pdf

All Contracts
Contract # Supplier Status StartDate EndDate Amend Amend #
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The "Solicitation Information” section contains basic solicitation information. You would be
able to view any of this by clicking on the solicitation number link at the top of this contract.

"Other Data" *Price Sheet is the contract price sheet. In this "Main Contract" each suppliers
line items are listed with links to more detail. When the individual contractors contracts are
viewed, you may notice there is more documentation in this section. This additional
information will also be links and will include the "Offer & Acceptance," supplier specific "price
sheet" and any "BAFO" document if created.
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contracts | ADRO40061-A1 pdf
Ll All Conlracls
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Save as! ~ Draft © Complate
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Any "attachments" added to the "Main Contract" need to be common to all suppliers. You
might attach a spreadsheet containing additional evaluation information, etc.

The "All Contracts" section will contain links to any supplier contracts once the "Main
Contract" has been submitted as "Complete."

. . Subrmit . .
For practice sake, Click on the 4| button to save it as "Draft" so you can view the
link for the contract from the solicitation for familiarization.
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3. Propozals
4. Evaluation(s)

&. Proposal Evalustion Raparts
6, Solicitation Evaluation Report
7. Tabulation

B. Contract

]

Solicitation Review Comments
I've added the Line Itemn you requested,

[REQUISTIONS |
| Solicitations |
[FTUDTSHIE )
[EVHILHTOTS )
crssosina
[Jther QK, thank you. Looks good to me.
Rl —
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Once you have submitted the contract as Draft, you are back at the solicitation. Scroll to the
bottom of the solicitation and click on the View link for contract to return to your draft.
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| Search
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The "Contracts By Main Contract" screen opens (image previous page). Click on the "Main
Contract" number link to open. Click on the contract number link ( ADO400671-A1-0 )

T avaia: SR - At onssted o ocureneend Syalem o Fiornsoll erie Expernr =18 =
Fie Bt Wew Fertm  Fooh  Heb

deback = = - 03] O | Dseerh [JiPeotss Seeds 3 2 S 0 (o

Ly : ffagardtent Az shoraSPRITS ral T o . - 1 i,
ol LTI e aa—— Like most documents saved in Spirit as "Draf™ the return = G jir
vhewt 15 "View" mode. |
S Click on the "sdit” icon to epan S5 that yeu can complete = '
e ADOoA
A\
L\
e lhn! e =
Pale Mmr‘.d Contract
"Hequisitions | Solicitation #AD040061-A1
Cocument Information 2
Type: Main Amendment:Mo Amend. 0
agv)als 1 #-_
AFIELGLGE Requisition ADSM- Solicitation ADOE0061- ContractADO40061- -
T —— #: SONUCE " Al e Al-0
] Created By: Jon Kopperudiaz gov Date 05/ 12003
LULET Craated:
garce PO Pete Mahnke/Arizona Date
Aszsigned: State Procurement Office Completed:
@“@IW PM Rex MartinfArizona State  PA K.atherine
Aszsigned: Procurement Office Assigned; BabonisfArizona State
Procurermnent Office
Gov't Entity; Arizona State Type: Agency
Procurement Office
Process Pending Contract Status: Draft
—— S
ﬂ- i 5 .. ; ;... g § TR T PR, 14d Ut o M T 3PS e OB Ppbbr et L1 17 T3 B0 e & T D O [ wtenet —
W] |2 8 ﬂ debvarnd fppkea ., | [ 8 1ADOA: SPIRIT - Rustom Ly QONYEESHST com

Like most documents saved in Spirit as "Draft" the return view is "View" mode.

Click on the "edit" icon .to open so that you can complete the contract.

Scroll to the bottom of the screen, change the status to "Complete” and click on the
submit |
button

Once again you are back at the solicitation. Again, scroll to the bottom of the screen to
access the contract(s).

Click on Vlﬂ to open the contract
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Conflracts
By Main Contract
Page loaded on 1171472003 at 01:24:24 Ph.
|| Search |
Contract # Supplier Status Start Date End Date Amend Amend #
ADO40061-A1-0 Main Complete 097112003 039/11/2004 Mo 0
ADO40061-A1-1 Srants Complete 09/11/2003 09/11/2004  No 0
Tombs
<Previous Documents Next Documents=

The "Main Contract" is listed and now the supplier specific contract is listed as well.
Click on the supplier contract link (*'["*|:]':'4':”:IG 1-A1-1 ).
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Pale Mahnie Contract
-eTa T ; Solicitation #AD040061-A1
e | Faoeloaded on 037112003 at 0300 08P,
| SONIERAHGRS - &
Document Information
| FTOPOSAIS BNEe = |
AEVELGTE Type: Supphier Amendment.Mo Amend. D
= #:
Loniracts | Requisition ADSM- Solicitation ADD40081- ContractADD400E1-
| UdieT # 5QNUQE #: Al L2 Al
R Created By: Jon Kopperudiaz gov Date 08M11/2003
Created:
@w s PO Pate Mahnke/drizona Date 08/M11/2003
" Assigned: State Procurement Office Completed:
PM Rex MartinfArizona State PA Katherine
Assigned: Procurement Office Assigned: Babonis/Arizona State
Procuremeant Office
Supplier Grants Tombs Proposal # ADSM-50RSWVO-1
Mame:
m Gov't Entity: Arizona State Type: Agency =
A npleta 5 | wtenm
Wt | @ || Bt debierd sephem [T ADOR: SPIRET - Autom. Ly @ONYREESE  sorm

Contract management functions are available now.

Page 228 of 244



Contracts POPMPA Section 6

The "Request Amendment" button (within red square image previous page), functions
somewhat like an amendment that we create today. Clicking on this button generates a
window that you can type in. You would type the reason for the amendment; once complete,
the system would send an e-mail to the contractor, thereby opening the door to
communication.

The contractor has a "Request Amendment” button as well. It functions primarily the same
way it does on this end. Once the PO receives the "Request,” he or she can decide whether
it is warranted and create an amendment.

The "Create Amendment" link is used to create an amendment. The Spirit system will
generate a duplicate of the contract, that once signed off on by both would be the active
contract.

This process functions much like the solicitation amendment. The main difference being that
the PO makes any changes to pricing, etc. and if acceptable, the contractor signs off in
agreement. So control of the document is in the hands of the procurement office, not the
contractor.

NOTE: when an amendment to a contract has been approved by all parties, it is necessary to
go into the original contract that was amended and cancel it. If this is not done users will not
know which one to use as they will both show as active.

Clicking on the "Cancel Contract" link would cancel this specific contract. Canceling the
entire contract for all contractors would be done at the "Main Contract" screen.
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Automated FProcurpment System
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ScopeSpec doc
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You may attach any supplier specific documents to each individual suppliers contract by

. Add . . . . .
clicking on the in the attachments section; it functions the same as with
attachments to solicitations. Any bonds or insurance certificates that arrive after award can
be scanned and attached.
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Contract Amendment
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The manual has taken the liberty of scrolling down to roughly the middle of the amendment
draft screen to the Contract Information section.
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Note that you can use the drop down menus to change various information. To change the
Start and End date, simply select the new start date. The System will not recalculate the new
End Date until the amendment has been submitted as "Draft" at the least.
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Use the Amendment Information section to enter the language describing what is being
amended.

This amendment will affect pricing, so it will be necessary to visit the Price Sheet to make the
necessary change(s).

Contract Reassignment will be covered in the section following this contract amendment
lesson.

Scroll down to and click on the *_Price Sheet jink to make the necessary changes to the
pricing for the amendment.
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In this instance, the pricing change will be made to Line Iltem number 2 . To edit the pricing
click on the Line Item number in question. The Line Item window will open in a "draft" mode,
allowing for editing.

Click on the Line Item number to open the Line Item for editing.
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Note in the image of that the information is in edit mode. Make any appropriate changes.

In this instance, the PO has changed the Unit Price from |$ 7.455.00 to |$ ?,3|E|5.IIIEI

If this is the only change necessary to the Line Item, scroll to the bottom of the Contract Line
Item screen and click on the Submit button.

Click on Ml if complete. Note, you may return and make changes even though you
have submitted the change as "Complete."

If you open the Line Item again, it will still be in edit mode.
Once the line item is submitted you will be returned to the Supplier Contract Price Sheet. If
no other changes to the prices are necessary, you may close the document, by scrolling to

the bottom and clicking on the Mbutton.
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With the Price Sheet closed; you are now back at the contract amendment draft. Once all
changes necessary have been made, scroll to the bottom of the contract amendment screen
and Submit.
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Save As:

Draft - allows you to return to the amendment to complete at a later time.
Submit to Contractor for Approval - submits the amendment for electronic signature (bilateral)

Cancel - cancels the amendment draft. If an amendment draft is cancelled, the PO can use
the cancelled amendment draft for a future amendment if the need arises. The status will
show as cancelled, but it can be edited at a later time and submitted to the Contractor for
Approval or unilaterally completed.

Complete - this allows the PO the functionality to complete an amendment unilaterally and
does not require an electronic signature by the contractor. It is also used after the supplier
contractor has approved the amendment. At that time the PO must go into the amendment
and submit as complete. REMEMBER to cancel the original contract amended after
completion.

For the purpose of the manual, this amendment will be submitted to the contractor for their
approval.

Change the status to Submit to Contractor for Approval and click on the Ml button

You will then be returned to the My Contracts by Contract Number screen.
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The PO will from time to time need to check on the status of the contract amendment. In the
image above the status indicates that the amendment has been approved by the contractor.
Once approved by the contractor, the PO will need to go back to the amendment to
complete/finalize the amendment.

Click on the amendment number link AD040061-A41-1-A1

Once in the amendment, remember that the document will be in View mode. You must click

on the Edit Icon . (red pencil) to complete the amendment.

Once in edit mode, scroll to the bottom of the amendment screen to complete the
amendment.
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Change the status from Update (the default in this instance) to Complete and click on the

submit . L
_l button. This is your electronic signature.
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Once submitted, the user (PO) will be routed to the My Contracts By Contract Number screen.

Click on the original contract number link ADO40061-A1-1

As noted previously, the user must cancel the previous version of a contract once an
amendment has been completed.
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Click on the €ancel Contract |ink o complete the process.
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Note that the status of the original contract is Complete (Cancelled). If the step on
cancellation is skipped users may not be purchasing from the most current contract

document.

Next up Reassigning Suppliers.
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Contract Reassignment
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At times it is necessary to reassign a contract to a new supplier. This demo covers the steps
to follow, when and if the need arises.

Click on the contract number link of the contract you must reassign. In this instance
ADOOOTE7-001-AY

Conftract
Solicitation #AD040184

004 &t 08:14:01 Al

Document Information 2

Create Amendment | Cancel Contract

Once in the contract, click on the Sreate Amendment |ink at the top of the document.
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Once the amendment draft is created, scroll down to the middle of the document to the
Amendment Information section. Beneath this data entry field is the Contract Reassignment
functionality.

There are two ways to reassign a contract. One way is to type the name of the supplier that
you need to assign the contract to, in the Search field. Or, you can click on the Reassign
button and scroll through the list of suppliers in the database. In either instance, once the
supplier is located in the database, you must click on their name link. This will load the new
supplier as the contractor for a contract.

Note the N/A beneath the Reassign button. Once the new supplier is selected, this area will
indicate the previous contractor.

The manual will follow the first of the two options for reassignment.
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Amendment Information

Contract Reassignment
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In the manual, this contract is being reassigned to Grant’s Tombs. Type in the name of the
supplier that you wish to assign the contract to. With all searches, it is best to type only a
partial name with an * (asterisk) as a wildcard. Doing so will avoid any misspellings/typos that

may yield no results in your search. Click on the ﬂlbutton once you have typed the

name/partial name in the field.
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If there were more suppliers with Grants in the name they would be listed with the results.

If this is the supplier you will be assigning the contract to, click on the supplier name link

i=rants
Tombs
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Amendment Information
=]

[~
Contract Reassignment

Feassign |Grants* Search

Previous Supplier: Allund Everything
Contractor Amendment Approval
Not Yet Approved

Note that the amendment now indicates Allund Everything as the previous supplier.

Document Information 2]

Type: Supplier Amendment:Yes Amend. 1
#:
Requisition ADSM- Solicitation AD040184 ContractAD040184-1-
#: 5ZMPW6 #: #: Al
Created By: Notes Date 06/23/2004
Administratorfaz.gov Created:
PO Pete Mahnke/Arizona Date
Assigned: State Procurement Office Completed:
PM Rex MartinfArizona State PA Procurement
Assigned: Procurement Office Assigned: Administrator/Arizona
State Procurement
Office
Eupplier Grants Tombs rroposal #: ADSM-5ZMQ7W
ame:
Gov't Entity: Arizona State Type: Statewide
Procurement Office
Process Pending Contract Status: Draft
Status: Amendment

Were you to scroll back up the amendment to the Document Information section, you would
see that Grants Tombs is now the supplier on this contract.
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Amendment Information
=]
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Contract Reassignment

Feassign |Grants* Search

Previous Supplier: Allund Everything
Contractor Amendment Approval
Not Yet Approved

Don't forget to indicate why this amendment is being published. SPIRIT does not do any of
this for you. Once done, scroll to the bottom of the document and submit it for completion.

_

Contract # Supplier Title Status StartDate EndDate A A#
TestLine
ADO40184-0 Main terminfo Complete 06/04/2004 06/03/2005 Mo 0
(Fart#)
Allund Test Line
ADO40184-1 E : terminfo Complete 06/04/2004 06/03/2005 Mo 0
werything
(Fart#)
Allund TestLine
ADOA0154-1-A1 : ltern info  Draft 06/04/2004 06/03/2005 Yes 1
Ewerything (Part#)

Save as: « Draft © Submit To Contractor for Approval © Cancel
c Complete

submit | Feset |

If you intend on finishing the amendment at a later time, leave the Save as: as Draft and click
on the Submit button.

If you require the suppliers electronic signature on the amendment, change the Save as: to
Submit to Contractor for Approval and click on the Submit button.

Or you may complete the amendment unilaterally by changing the Save as: to Complete and
click on the Submit button. If done unilaterally, you're done, if not, you will have to wait for the
supplier to approve the amendment. You then must give the document the final approval.

Don't forget to cancel the original contract after the amendment is approved and completed.
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